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INTRODUCTION 

TO 

COMMUNICATION  STANDING  OPERATING  PROCEDURE 


0001  PURPOSE 

1.  This  manual  has  been  developed  to  provide  in  one  reference  source  sufficient  detail  to  assist 
personnel  of  this  Headquarters  in  the  proper  preparation  and  handling  of  messages.  Adherence 
to  standard  instructions  insures  accuracy  and  expeditious  handling  and  permits  the  most  efficient 
utilization  of  available  personnel  and  facilities. 

0002  SCOPE 

1.  The  provisions  of  this  manual  have  the  same  force  and  effect  as  orders.  All  personnel  who 
originate,  release  or  receive  messages  shall  familiarize  themselves  with  its  contents. 

2.  The  provisions  of  this  manual  are  in  accordance  with  and  in  no  way  alter  or  amend  directives 
contained  in  Communication  Instructions  (ACP's)  or  the  Department  of  the  Navy  Security  Manual 
For  Classified  Information  (OPNAV  INST.  5510. IB). 

0003  CHANGES 

1.  Additions  and  corrections  to  the  Communication  Standing  Operating  Procedure  will  be  published 
as  "Changes"  thereto  and  will  be  numbered  in  sequence.  Chapters  or  paragraphs  which  have  been 
modified  or  added  to  will  be  indicated  by  an  arrow  symbol  in  the  left  margin. 

2.  Changes  will  become  effective  immediately  upon  receipt  and  will  be  promptly  entered  in  this 
manual.  Changes  will  be  recorded  on  the  page  entitled  "RECORD  OF  CHANGES." 

3.  Requests  for  changes  to  the  Communication  Standing  Operating  Procedure  will  be  submitted 
to  the  Chief  of  Staff  via  the  Director,  Administrative  Division  (ABC). 

0004  RECOMMENDATIONS 

1.  Recommendations  for  improving  this  manual  are  invited.  Such  recommendations  should  be 
forwarded  to  the  Director  of  Administrative  Division  (Code  ABC). 
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CHAPTER  I 

GENERAL  INFORMATION  AND  SPECIAL  INSTRUCTIONS 
PART  A:       GENERAL  INFORMATION 

1000  ORGANIZATION  AND  RESPONSIBILITY 

1.  Under  the  direction  of  the  Director,  Administrative  Division,  the  Communication  Officer, 
Headquarters,  U.  S.  Marine  Corps,  is  responsible  for  the  receipt,  transmission,  and  recording 
of  all  messages  sent  from  or  received  at  this  Headquarters.  The  Communication  Officer  is  further 
responsible  for  the  development  of  directives,  procedures,  and  operating  instructions  necessary 
for  the  secure  and  expeditious  handling  of  messages  at  this  Headquarters. 

1001  OPERATION 

1.  The  Headquarters  Communication  Center  operates  24  hours  daily  and  houses  facilities  for 
the  rapid  transmission  of  official  messages.  Headquarters  Communication  Center  personnel  are 
available    at    any    time    for     the    purpose     of    assisting  in  the  planning  and  drafting  of  messages. 

1002  FILES 

1.  A  copy  of  each  message  addressed  to  or  originated  by  this  Headquarters  will  be  retained  on 
file  in  the  Communication  Center  for  a  period  of  one  (1)  year  with  the  exception  of  the  following: 
Top  Secret,  Exclusive,  SEATO,  NATO  Classified,  Baghdad  Pact,  JCS  and  COSMIC.  These  will  be 
retained  by  the  Secret  and  Confidential  Files  Section. 

2.  The     Communication    Center    files    will    be    retired   in   accordance  with  current  instructions. 

3.  A  copy  of  each  unclassified  message  addressed  to  or  originated  by  this  Headquarters  will  be 
furnished  Central  Files  Section  for  inclusion  in  the  CMC  official  files. 

4.  A  copy  of  each  classified  message  addressed  to  or  originated  by  this  Headquarters  will  be 
furnished  Secret  and  Confidential  Files  Section  for  inclusion  in  the  CMC  official  files. 

1003  DEFINITIONS  AND  APPLICATION 

1.  Message 

a.  A  message  is  any  thought  or  idea  expressed  briefly  in  plain  or  secret  language,  prepared 
in  a  form  suitable  for  transmission  by  any  means  of  communication. 

2.  Acknowledgements 

a.  An  acknowledgement  is  a  communication  indicating  that  the  message  to  which  it  refers 
has  been  received  and  is  understood.  An  acknowledgement  should  not  be  confused  with  a  reply. 
A  prompt  reply  referring  to  the  message  may  serve  in  lieu  of  an  acknowledgement.  Acknowledge- 
ments to  messages  normally  will  be  made  only  when  requested  within  the  text.  Example  of  an 
Acknowledgement:  "YOUR  121456Z  ACKNOWLEDGED." 

3.  NOTAL 

a.  When  references  are  placed  in  a  message  destined  for  several  addressees,  care  must  be 
taken  to  insure  that  such  references  are  available  to  all  addressees.  In  cases  where  a  reference 
is  not  held  by  all  addressees  and  the  drafter  determines  that  those  addressees  do  not  need  it, 
the  reference  will  be  indicated  as  "NOTAL,"  meaning  "Not  To,  Nor  Needed  By  All."  Example:- 
CGFMFPAC   122334Z  NOTAL 

4.  Originator 

a.  The  originator  of  a  message  is  the  Command  by  whose  authority  a  message  is  sent.  The 
originator  is  responsible  for  the  functions  of  the  drafter  and  releasing  authority. 
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(1)  A  drafter  is  a  person  who  actually  composes  a  message  for  release  by  the  releasing 
authority, 

(Z)  A  releasing  authority  is  a  person  who  may  authorize  the  transmission  of  a  message 
for  and  in  the  name  of  the  originator. 

5.  PASEP 

a.  Literally  translated,  this  abbreviation  means  "Being  passed  separately,"  and  should  be 
used  by  the  drafter  in  conjunction  with  a  date-time  group,  or  in  the  case  of  a  letter  or  other 
correspondence,  with  a  serial  or  file  number  and  date  to  indicate  to  the  recipient  of  the  message 
that  the  referenced  message,  letter,  etc.,  is  being  sent  to  him  by  separate  means,  eg:  "CG 
MARCORB  CAMLEJ  121456Z  JAN  PASEP  X  CONCUR."  The  reference  should  then  be  passed 
immediately  to  the  addressee  either  by  electrical  means  or  by  other  means  as  the  message  will 
have  no  value  to  the  addressee  until  the  reference  is  received. 

6.  NONEG 

a.  Literally  translated,  this  abbreviation  means  "Negative  replies  neither  required  nor 
desired"  and  should  be  inserted  in  outgoing  messages  by  the  drafter  when  appropriate  to  elimi- 
nate unnecessary  messages. 

7.  Repetitions  and  Verifications 

a.  There  are  two  methods  available  for  requesting  the  retransmission  of  the  whole  or  part 
of  a  message  which  has  been  received. 

(1)  Repetition.  This  is  for  use  between  Communication  Centers  when  a  message  has  been 
incorrectly  or  incompletely  received. 

(2)  Verification.  This  requires  the  originator  to  verify  the  complete  message  or  portions 
indicated.  When  a  request  for  verification  is  received  in  the  Headquarters  Communication 
Center,  the  incoming  message  will  be  routed  for  action  to  the  drafter  of  the  message  in  question. 
The  drafter  will  then  draft  a  new  message  stating  the  message  was  correct  co  transmitted  or 
will  show  the  correct  version. 

8.  PARAPHRASE 

a.  To  change  the  phraseology  and/ or  sentence  structure  of  a  message  without  changing  its 
meaning;  usually  for  security  reasons. 


> 
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PART  B:      SPECIAL  INSTRUCTIONS— "MINIMIZE  PROCEDURES" 

1050  REDUCTION  OF  MESSAGE  AND  TELEPHONE  TRAFFIC  IN  AN  EMERGENCY 

1.  A  state  of  emergency  in  time  of  war  or  peace  would  severely  overtax  existing  communication 
capabilities.  To  provide  rapid  transmission  of  vital  information  during  such  periods  of  emer- 
gency, prompt  and  effective  steps  must  be  taken  to  insure  that  originators  curtail  the  use  of 
messages  and  telephones  for  all  traffic  except  that  relevant  to  the  emergency. 

2.  In  the  event  of  an  emergency,  instructions  to  curtail  message  and  telephone  traffic  will  be 
promulgated  in  a  General  Message  containing  the  word  "MINIMIZE"  which  has  the  following 
meaning: 

"It   is   now  vital  that   normal   messages  and  telephone  traffic  be  drastically  reduced  in  order 
that  messages  connected  with  the  present  emergency  shall  not  be  delayed." 

3.  "MINIMIZE^may  also  be  imposed  during  periods  of  major  fleet  exercises. 

1051  AREAS  OF  APPLICABILITY 

1.  "MINIMIZE"  may  be  used  with  a  world  wide  application. 

2.  "MINIMIZE"  may  be  applied  to  a  particular  geographic  area.  In  this  instance  it  would  apply 
within  the  area  designated  and  between  that  area  and  any  other. 

1052  INSTRUCTIONS  FOR  ORIGINATORS   WHEN   "MINIMIZE"  HAS  BEEN  PROMULGATED 

1.  Before  drafting  a  message  or  making  a  long  distance  telephone  call,  originators  should  satisfy 
themselves  that  current  operations  or  emergency  operations  will  be  adversely  affected  if  the 
message  is  not  sent  or  the  call  in  question  is  not  made.  Messages  or  calls  which  do  not  pass  this 
test  are  not  to  be  originated. 

2.  In  lieu  of  rapid  communications  maximum  use  should  be  made  of  airmail  letters,  speedletters 
(urgent  and  routine),  and  couriers.  This  is  particularly  applicable  in  the  case  of  administrative 
traffic. 

1053  AUTHORITY  TO  RELEASE  MESSAGES  AND  APPROVE  LONGDISTANCE  CALLS  WHEN 
"MINIMIZE"  HAS  BEEN  PROMULGATED 

1.  During  "MINIMIZE"  only  the  following  officers  are  authorized  to  release  messages  and  ap- 
prove long  distance  telephone  calls  to  areas  of  applicability: 

a.  General  Officers. 

b.  All  offices  assigned  "Key  2"  releasing  authority  as  set  forth  in  Chapter  5,  paragraph  5001 
of  this  COMMSOP. 

2.  Only  messages  released  by  the  above  personnel  will  be  accepted  for  transmission  by  the  Com- 
munication Office. 

3.  Designated  releasing  officers  shall  familiarize  themselves  with  the  type  of  messages  which 
may  be  transmitted  during  the  period  when  "MINIMIZE"  has  been  placed  in  effect,  and  shall 
satisfy  themselves  that  any  message  they  release  falls  within  this  category. 
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PART  C:     SPECIAL  INSTRUCTIONS— RADIOTELEPHONE  SERVICE  AND  TELETYPEWRITER 
CONFERENCE  SERVICE 

1100  RADIOTELEPHONE  SERVICE  (Navy  Facilities) 

1.  Radiotelephone  service,  Unclassified  only,  is  available  for  official  calls  to: 

(1)  BALBOA  (4)  PORT  LYAUTEY 

(2)  GUAM  (5)  SAN  JUAN 

(3)  PEARL  (6)  SAN  FRANCISCO 

2.  Arrangements  for  use  of  this  facility  should  be  made  with  Circuit  Control,  Naval  Radio 
Station,  Cheltenham,  Maryland,  Code   1254,  Extension  328  or  329. 

3.  The  procedure  and  details  for  calls  are  as  follows: 

a.  The  Staff  Officer  desiring  to  place  the  call  may  do  so  from  his  office  telephone. 

b.  In   complying   with   paragraph   2   above  he   must  give  the  name  and  location  of  the  party  he 
desires  to  speak  to  and  the  telephone  extension  he  will  accept  the  call  on. 

c.  Time  zone  difference  should  be  considered. 

d.  Normal  delay  should  not  be  longer  than  thirty  (30)  minutes  to  one  (1)  hour,  dependent  upon 
existing  backlog  of  calls. 

e.  Government  lines  only  may  be  used  for  these  calls. 

1101  TELETYPEWRITER  CONFERENCE  SERVICE  (Army  Facilities) 

1.  Teletypewriter  conference  (TELECON)  facilities  are  available  for  use  from  the  Pentagon 
Building  to  almost  any  location,  stateside  or  overseas.  For  example: 

(1)  OKINAWA  (6)  ALASKA 

(2)  FORMOSA  (7)  PANAMA 

(3)  PHILLIPINES  (8)  ASMARA 

(4)  SAIGON  (9)  ENGLAND 

(5)  KOREA  (10)  EUROPE 

2.  Arrangements  for  use  of  this  facility  from  the  Pentagon  Building,  Room  3D663  should  be 
made  with  the  TELECON  office,  telephone  extension  73536.  Further  information  regarding 
points  of  contact  can  be  obtained  from  the  TELECON  office. 

3.  Classified  or  unclassified  TELECONS  may  be  arranged. 
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CHAPTER  2 

COMMUNICATION  SECURITY 

Z000  SOURCES 

1.  Detailed  information  on  Communication  Security  may  be  found  in  U.  S.  Navy  Regulations  1948, 
Department  of  the  Navy  Security  Manual  for  Classified  Information,  with  Marine  Corps  Supple- 
ment and  pertinent  ACP  Publications.  Information  and  instructions  contained  herein  are  derived 
from  these  instructions. 

2001  HOW  ACHIEVED 

1.  Communication  security  is  achieved  by  compliance  with  instructions  regarding  the  handling 
of  classified  messages.  These  instructions  are  briefly  discussed  in  this  chapter. 

2002  CLASSIFICATION 

1.    Definition  of  Classifications: 

a.  TOP  SECRET:  Except  as  may  be  expressly  provided  by  statute,  the  use  of  the  classifica- 
tion TOP  SECRET  shall  be  authorized  by  appropriate  authority  only  for  defense  information  or 
material  which  requires  the  highest  degree  of  protection.  The  TOP  SECRET  classification  shall  be 
applied  only  to  that  information  or  material  the  defense  aspect  of  which  is  paramount,  and  the 
unauthorized  disclosure  of  which  could  result  in  exceptionally  grave  damage  to  the  Nation  such 
as  leading  to  a  definite  break  in  diplomatic  relations  affecting  the  defense  of  the  United  States, 
an  armed  attack  against  the  United  States  or  its  allies,  a  war,  or  the  compromise  of  military  or 
defense  plans,  or  intelligence  operations,  or  scientific  or  technological  developments  vital  to  the 
national  defense. 

b.  SECRET:  Except  as  may  be  expressly  provided  by  statute,  the  use  of  the  classification 
SECRET  shall  be  authorized,  by  appropriate  authority,  only  for  defense  information  or  material 
the  unauthorized  disclosure  of  which  could  result  in  serious  damage  to  the  Nation,  such  as  by 
jeopardizing  the  international  relations  of  the  United  States,  endangering  the  effectiveness  of  a 
program  or  policy  of  vital  importance  to  the  national  defense,  or  compromising  important 
military  defense  plans,  scientific  or  technological  developments  important  to  a  national  defense, 
or  revealing  important  intelligence  operations. 

c.  CONFIDENTIAL:  Except  as  may  be  expressly  provided  by  statute,  the  use  of  the  classi- 
fication CONFIDENTIAL  shall  be  authorized,  by  appropriate  authority,  only  for  defense  informa- 
tion or  material  the  unauthorized  disclosure  of  which  could  be  prejudicial  to  the  defense  interests 
of  the  Nation. 

2003  DETERMINING  SECURITY  CLASSIFICATION 

1.  It  is  the  responsibility  of  the  originator  to  insure  that  the  proper  classification  is  indicated 
on  a  message  before  it  is  forwarded  for  transmission. 

2.  Each  message  must  be  classified  on  its  own  merits  based  on  the  content  of  information  con- 
tained therein.  A  message  does  not  necessarily  require  the  same  classification  as  messages  or 
letters  referenced  therein  or  the  message  being  replied  to. 
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2004  UNCLASSIFIED  REFERENCE  TO  CLASSIFIED  MESSAGES 

1.     The   rules    governing   the   use  of  unclassified  message  replies  to  classified  messages  bearing 
the  category  warnings  are  as  set  forth  below: 


CATEGORY 


Category  A 


WARNING  PHRASE 

Paraphrase  not  required  except  prior 
to  Category  B  encryption- -Physically 
remove  all  internal  references  by  date- 
time   group   prior    to  declassification. 


RULE 

UNCLASSIFIED  REPLIES  OR 
REFERENCES  QUOTING  THE 
DATE- TIME  GROUP  AND/ OR 
ORIGINATORS  REFERENCE 
NUMBER   ARE   PERMITTED. 


Category  B 


Paraphrase    required--No  unclassified 
reference- -Physically  remove  all  date- 
time  groups  and  paraphrase  prior  to 
declassification. 


UNCLASSIFIED  REPLIES  OR 
REFERENCES  ARE  NOT 
PERMITTED. 


Category  AC  Paraphrase  not  required  except  prior 

to  Category  B  encryption- -Physically 
remove  all  internal  references  by  date- 
time  group  prior  to  declassification- - 
No  Unclassified  reference  if  the  date- 
time  group  is  quoted. 


UNCLASSIFIED  REPLIES  OR 
REFERENCES  QUOTING  THE 
DATE- TIME  GROUP  ARE 
NOT  PERMITTED. 


2005 


PHYSICAL  SECURITY 


1.  It  is  imperative  that  classified  messages  be  safeguarded  from  compromise  through  capture, 
salvage,  theft,  inspection  or  photography.  This  is  accomplished  by  proper  handling,  accountability, 
stowage,  and  destruction. 


2006 


DOWNGRADING  AND  UPGRADING  MESSAGES 


1.    When   it  has   been   determined  by   proper    authority  that  a  message  should  either  be  upgraded 
or  downgraded,  the  Communication  Center  should  be  consulted. 


2007 


REPRODUCTION  OF  CLASSIFIED  MESSAGES 


f 


1.    Requests  for  reproduction  of  classified  messages  will  be  submitted  to  the  Head,  Communica- 
tion Section,  Administrative  Division. 


2008 


ACCOUNTABILITY  OF  CLASSIFIED  MESSAGES 


1.  Classified  messages  will  be  handled  only  by  authorized  personnel.  Offices  having  copies  of 
classified  messages  are  responsible  for  proper  accountability  of  those  messages.  Regulations 
relating  to  handling,  accountability,  stowage  and  destruction  are  contained  in  the  Department  of 
the  Navy  Security  Manual  For  Classified  Information  (OPNAV  INST.  5510. IB). 
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CHAPTER  3 

OUTGOING  MESSAGES 

PART  A:     GENERAL  INSTRUCTIONS  FOR  OUTGOING  MESSAGES 

3000  ORIGINATORS  RESPONSIBILITIES  (See  PLATE  I) 

1.  Originators  of  messages  have  certain  definite  responsibilities.  These  must  be  observed  by 
persons  authorized  by  the  originator  to  draft  and  release  messages.  Messages  containing  errors 
in  drafting  will  be  returned  or  referred  to  the  drafter  or  higher  authority  for  correction. 

3001  DETERMINING  THE  NECESSITY  FOR  A  MESSAGE 

1.  Messages  shall  not  be  used  when  the  necessary  information  or  directives  can  reach  their 
destination  in  time  for  proper  action  by  speedletter  or  letter,  utilizing  Airmail  as  appropriace. 
This  policy  has  been  established  by  the  Secretary  of  the  Navy.  The  Secretary  of  the  Navy  has  fur- 
ther directed  the  use  of  Mail  or  Airmail  in  all  cases  where  the  addressees  are  within  the  con- 
tinental limits  of  the  United  States  and  action  is  not  required  within  72  hours.  Where  overseas 
or  afloat  addressees  are  involved,  the  necessity  for  a  message  is  left  to  the  discretion  of  the 
originator. 

2.  Messages  will  not  normally  be  used  to  communicate  between  a  unit,  section,  department, 
division,  bureau  or  command  in  the  Washington  D.  C.  area  unless  addressees  outside  the  Wash- 
ington D.  C.  area  are  included.  • 

3002  SPEEDLETTER  (See  PLATE  VIII) 

1.  Definition: 

a.  A  Speedletter  is  a  rapid  means  of  handling  Naval  Correspondence  that  does  not  require 
electrical  transmission.  Speedletters  may  be  drafted  in  message  form.  They  are  not  handled 
by  the  Communication  Center. 

b.  Speedletters  may  be  designated  as  either  routine  or  urgent.  Urgent  speedletters  are  used 
for  correspondence  which  results  from  an  emergency  that  is  not  so  critical  as  to  require  a  mes- 
sage. Use  of  the  speedletter  for  routine  purposes  is  permitted  to  provide  a  more  economical  form 
of  correspondence  since  it  permits  fast  preparation,  limited  review,  if  any  and  early  release. 
Refer   3ECNAVINST  5216.5,  Sup-1. 

2.  Purpose: 

a.  The  Speedletter  system  was  designed  to  effect  prompt  delivery  direct  to  the  addressee. 
Originators  should  bear  in  mind  that  administrative  traffic  congestion  defeats  operational  Com- 
munication efficiency. 

3.  Adequacy: 

a.  The  rapid  handling  provided  Speedletters  at  Naval  and  Marine  Corps  Activities  is  sufficient 
to  take  care  of  the  majority  of  administrative  matters  presently  being  handled  by  messages.  All 
offices  should  emphasize  the  desirability  of  sending  speedletters  in  lieu  of  messages. 

b.  The  message  originator  must  consider  the  possibility  of  employing  a  Speedletter  to  deliver 
his  message,  particularly  when  the  required  action  by  the  recipient  is  projected  three  or  more 
days  hence.  Messages  which  concern  action  to  be  taken  from  one  to  ten  weeks  in  the  future  belong 
in  envelopes,  not  on  electrical  circuits. 

c.  Proper  planning  and  foresight  will  eliminate  the  "last  minute"  urgency  to  send  a  message. 

3003  SELECTION  OF  ADDRESSEES 

1.  Addressees  are  of  two  types,  "Action"  and  "Information."  In  the  interests  of  security  and 
efficiency,  the  number  of  addressees  shall  be  kept  to  a  minimum.  The  drafter  will  make  every 
reasonable  effort  to  foresee  and  include  all  addressees  who  need  or  will  need  the  information. 

a.    Action  Addressees 

(1)  The    abbreviated   titles    of  the    activities    for    which   the  message  is  intended  for  action 
will  be  typed  in  the  space  provided  on  the  message  form. 
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b.    Information  Addressees 

(1)  The    abbreviated  titles  of  the  activities  for  which  the  message  is  intended  for  informa- 
tion will  be  so  indicated  on  the  message  form. 

2.  Abbreviations  for  Marine  Corps  addressees  may  be  obtained  from  the  "List  of  Marine  Corps 
Activities  NAVMC    1090-ADM  (Rev).  " 

3.  CO,  OIC  and  NCOIC  as  a  prefix  to  the  abbreviated  title  of  a  command  or  activity  will  not  be  used. 

4.  Code  designations  or  postal  numbers  of  activities  are  not  authorized  as  part  of  the  message 
heading.  Distribution  Lists  or  All  Commanding  Officer ,  All  Disbursing  Officer  type  addresses  are 
not  authorized  as  a  message  address.  Each  command  addressed  must  be  listed  individually  on  the 
outgoing  message  form. 

5.  Except  in  exceptional  circumstances,  messages  will  be  addressed  to  the  command,  even 
though  the  commander  may  be  absent.  In  the  absence  of  the  commander,  it  is  the  responsibility 
of  the  staff  (ADMIN)  to  screen  traffic  and  forward  that  which  requires  the  personal  attention  of 
the  commander. 

6.  If,  in  the  drafter's  opinion,  one  or  more  of  the  addressees  can  be  efficiently  served  by  either 
MAIL  or  AIRMAIL,  it  will  be  so  indicated  opposite  the  addressees  title.  (See  PLATE  III).  The 
Communication  Center  will  mail  copies  to  all  addressees  so  indicated.  Sufficient  copies  for  each 
mail  addressee  will  be  provided  by  the  drafting  section. 

7.  "Copy  to"  should  be  shown  at  the  lower  left  margin  of  the  message  blank,  below  the  text,  and 
should  be  limited  to  other  sections,  departments,  or  divisions  of  this  Headquarters  only.  Activi- 
ties and  commands  in  the  Washington,  D.C.  area  must  appear  as  part  of  the  heading,  (see  PLATE 
HI) 

3004  REFERENCES 

1.  References  should  be  used  only  when  required  for  clarity  to  addressees;  and  if  used,  care 
should  be  taken  that  they  are  available  to  all  addressees  if  needed.  Unclassified  references  to 
classified  messages  will  be  made  only  as  authorized  in  paragraph     2004    of  these  instructions. 

a.     The  terms  NOTAL  and  PASEP  will  be  used  as  appropriate. 

2.  References  will  normally  consist  of  "YOUR,"  "MY"  or  the  abbreviated  title  of  a  third  party, 
followed  by  the  reference  number  of  a  message  (date-time  group)  or  serial  number  of  a  docu- 
ment. When  a  reference  is  made  to  a  date-time  group  or  originator's  reference  number  of  other 
than  the  current  calendar  month  or  year,  the  month  or  the  month  and  year  shall  be  added. 
Example:  YOUR  060608Z  FEB;  YOUR  172305  DEC57. 

3.  When  a  serial  number  of  a  letter,  order  or  other  type  of  correspondence  is  used  as  a  refer- 
ence, the  subject  matter  of  the  correspondence  referenced  must  be  included  for  proper  identifi- 
cation.(Example:  MYSER  1464  FEB56  SUBJECT  DISCHARGE  OF  PERSONNEL  X  etc.). 

4.  When  referring  to  a  message  which  has  been  readdressed  and  carries  two  or  more  date-time 
groups,  only  the  original  (earliest)  date-time  group  will  be  used  for  reference  purposes. 

5.  When  referring  to  a  message  which  contains  an  originators  reference  number  (CITE  DA 
12345)  both  the  date-time  group  and  this  internal  number  should  be  used.  This  is  especially 
necessary  when  answering  or  referring  to  messages  originated  by  Army  or  Air  Force  activi- 
ties. Army  and  Air  Force  Communication  Centers  file  their  messages  by  these  reference  numbers 
rather  than  by  date-time  group.  These  reference  numbers  usually  appear  as  the  first  words  or 
last  words  of  the  text  on  incoming  messages. 

6.  When  referring  to  an  ALMAR  or  ALMARCON  the  appropriate  MCO  or  MCBul  number  will 
also  be  referenced. 

3005  CLASSIFICATION 

1.  Detailed  instructions  for  the  preparation  of  classified  messages  are  found  in  PART  B  of 
this  chapter. 

3006  PRECEDENCE  (See  PLATE  II) 

1.  The  precedence  of  a  message  is  determined  by  the  subject  matter  and  the  time  factor  involved. 
It  is  important  that  no  message  be  given  higher  precedence  than  is  necessary  to  insure  that  it 
reach  all  addressees  in  time  for  appropriate  action.  Precedence  designators  indicate: 
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a.  To  the  DRAFTER:  The  required  speed  of  delivery  to  the  addressee. 

b.  To  COMMUNICATION  PERSONNEL:  The  relative  order  of  handling  and  delivery. 

c.  To    the    ADDRESSEE:    The     relative    order    in   which  he  should  act  on  the  message.  It  does 
not  indicate  the  precedence  to  be  assigned  to  the  reply  nor  does  it  insure  a  speedy  answer. 

2.  The  Office  Hours  and  time  zones  of  the  addressees  must  be  a  consideration  in  the  assignment 
of  precedence  to  administrative  messages.  There  is  a  tendency  to  avoid  Deferred  precedence. 
"DEFERRED"  means  that  if  the  message  is  received  after  the  close  of  normal  working  hours 
it  may  be  held  for  delivery  until  the  beginning  of  office  hours  the  following  day. 

3.  Administrative  messages  shall  normally  be  assigned  DEFERRED  precedence  and  shall  never 
be  assigned  a  precedence  higher  than  Priority.  A  request  for  prompt  action  on  a  message  can  be 
attained  by  some  appropriate  phrase  such  as  "PRIORITY  HANDLING"  placed  in  the  text  of  the 
message. 

4.  Dual  precedence  is  the  use  of  two  precedences  on  the  same  message  and  is  authorized  and 
encouraged.  The  higher  precedence  is  used  for  the  action  addressee  and  the  lower  precedence 
for  the  information  addressee(s).  Dual  precedence  is  appropriate  for  any  multiple  address  mes- 
sage where  delivery  to  the  action  addressees  requires  more  speed  than  delivery  to  the  information 
addressees. 

3007        DRAFTING  (See  PLATE  III) 

1.  The  need  for  brevity  in  preparation  of  message  texts  cannot  be  over  emphasized.  This  is 
attained  by  eliminating  all  words  possible  without  making  the  message  vague  or  ambiguous.  To 
avoid  misinterpretation  and  further  explanatory  messages,  the  message  must  state  exactly  what 
is  meant.  Commonly  used  conjunctions,  prepositions,  and  articles  such  as  "and,  but,  for,  in,  on 
and  the"  are  to  be  eliminated  unless  essential  to  the  meaning.  "PLEASE"  to  military  commands 
is  understood. 

2.  Phonetic  equivalents  are  desirable  in  expressing  lettered  coordinates,  operation  orders,  or 
when  ordering  equipment  by  letter  and  number.  The  following  is  the  phonetic  alphabet. 

ALFA  FOXTROT  KILO  PAPA  UNIFORM 

BRAVO  GOLF  LIMA  QUEBEC  VICTOR 

CHARLIE  HOTEL  MIKE  ROMEO  WHISKEY 

DELTA  INDIA  NOVEMBER  SIERRA  XRAY 

ECHO  JULIETT  OSCAR  TANGO  YANKEE 

ZULU 

3.  Punctuation  in  messages  will  be  kept  to  a  minimum  and  used  when  needed  to  attain  clarity. 
The  letter  "X"  shall  normally  be  used  to  represent  every  mark  of  punctuation  in  the  text  of 
messages.  When  more  exact  punctuation  than  that  afforded  by  "X"  is  required,  the  following 
abbreviations  or  symbols  are  authorized: 

COLON ---  CLN  QUOTATION  MARKS QUOTE-UNQUOTE 

COMMA - CMM  SEMICOLON SMCLN 

PARAGRAPH--- PAR  SLANT SLANT  or  / 

PARENTHESIS PAREN  DASH  or  HYPHEN - ---DASH  or  - 

PERIOD PD  DECIMAL  POINT PT  or  . 

QUESTION  MARK QUES  DOLLAR  SIGN DOL 

NUMBER NR 

THERE  ARE  NO  ABBREVIATIONS  OR  SYMBOLS  FOR  AN  ASTERISK,  AMPERSAND,  PERCENT 
SIGN,  CENTS  SIGN,  OR  APOSTROPHE. 

4.  Time  in  the  text  of  a  message  will  be  expressed  with  a  zone  suffix  letter.  (See  PLATE  X.) 
In  the  text  of  messages  involving  a  large  number  of  times  a  covering  expression  such  as  "ALL 
TIMES  ZULU"  or  "ALL  TIMES  LOCAL"  may  be  used  instead  of  appending  a  zone  suffix  to  each 
time. 
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5.  Tabulation  may  be  used  as  appropriate  and  is  indicated  by  proper  phraseology  such  as:  "Read 
in  three  columns  from  left  to  right"  followed  by  the  information  in  tabulated  form.  This  phrase- 
ology is  essential  for  handling  over  radio  circuits,  and  should  be  carefully  worded  to  avoid 
ambiguity. 

6.  The  text  of  the  message  shall  be  typewritten  in  capital  letters  with  double  spacing  between 
lines.  The  spaces  at  the  top  of  the  message  form  shall  be  filled  in  by  the  drafter  with  the  ap- 
propriate information. 

3008  OBTAINING  PROPER  RELEASE 

1.  Outgoing  messages  will  be  released  in  the  space  provided  on  the  message  form,  signature  in 
full,    by   authorized  releasing  authorities  in  accordance  with  Chapter  5  of  these  instructions. 

3009  DATE-TIME   GROUP 

1.  The  date-time  group  is  expressed  in  six  digits  and  the  letter  "Z."  The  first  pair  of  digits 
denotes  the  day  of  the  month;  the  second  pair  the  hours;  and  the  third  pair,  the  minutes.  The 
letter  "Z"  represents  the  time  zone  suffix  of  Greenwich  Mean  Time.  The  first  through  the  ninth 
days  of  the  month  are  represented  by  "01"  through  "09"  respectively. 

2.  The  Communication  Center  will  assign  date-time  groups  to  all  outgoing  messages.  This  in- 
dicates the  time  the  Communication  Center  processed  the  message  for  transmission. 

3.  Time  Zone  information  is  contained  in  PLATE  X. 

3010  DELIVERY  OF  OUTGOING  MESSAGES  TO  THE  COMMUNICATION  CENTER 

1 .  The  practice  of  waiting  until  near  the  close  of  office  hours  to  deliver  outgoing  messages  to 
the  Communication  Center  creates  a  peak  load  of  traffic  and  causes  unnecessary  delays.  An 
even  flow  of  traffic  from  the  various  offices  will  result  in  more  efficient  service. 

2.  The  drafter  of  an  outgoing  unclassified  message  will  insure  that  the  correct  number  of  copies 
is  delivered  to  the  Communication  Center.  The  requirements  are  listed  below.  See  PART  B  of 
this  chapter  for  classified  messages. 

a.  Original  (PINK):    Signed  in  full  by  authorized  releasing  authority  (in  ink). 

b.  GREEN:  Will  be  delivered  to  the  Headquarters  Central  Files  Unit  by  the  Communication 
Center. 

c.  WHITE:  At  least  one  (1)  white  copy  to  be  returned  to  the  drafting  section.  One  (1)  extra 
white  copy  for  each  addressee  who  is  designated  as  a  "mail"  addressee  and  one  (1)  additional 
white  copy  for  any  department,  division,  or  section  of  this  Headquarters  who  is  indicated  in  the 
lower  left  hand  margin  of  the  message  form  as  a  "Copy  to." 

3.  Outgoing  General  Messages  (ALMARS  and  ALMARCONS)  require  at  least  one  (1)  original 
(pink),  one  (1)  green,  and  five  (5)  white  copies. 

3011  COMMUNICATION  CENTER  PROCEDURE 

1.  Upon  receipt  of  the  outgoing  message  from  the  releasing  authority,  the  Communication  Center 
will: 

a.  Check  the  message  for  releasing  authority's  signature,  legibility,  correctness,  number  of 
copies,  and  will  return  to  the  drafter  any  messages  which  do  not  conform  with  instructions. 

b.  Assign  the  message  a  date-time   group. 

c.  Transmit  the  message. 

d.  Place  the  original  (Pink)  in  the  Communication  Center  Files. 

e.  Authenticate  and  mail  copies  to  all  addressees  designated  as  "mail"  addressees. 
3-6 


C 


f.  Except   for    Detail   Branch  messages,  accomplish  the  internal  distribution  indicated  at  the 
lower  left  margin  of  the  message  form. 

g.  The  remaining  copies  will  be  distributed  as  follows: 

(1)  Send    Green    copy    to    Central    Files    Unit,    and   the  remaining  copies  to  the  originating 
Section. 

3012  READDRESSING  A  MESSAGE  (SEE  PLATE  VII) 

1.  Readdressing  a  message  may  be  accomplished  by  submitting  to  the  Communication  Center  a 
readdressal  form  in  duplicate  with  one  copy  of  the  message  to  be  readdressed  attached.  One  copy 
of  the  processed  readdressal  form  and  the  copy  of  the  message  will  be  returned  to  the  originating 
office. 

a.  Messages  addressed  to  CMC  for  ACTION  may  be  readdressed  for  ACTION    or  INFORMA- 
TION. 

b.  Messages    addressed  to  CMC  for  INFORMATION  may  only  be  readdressed  for  INFORMA- 
TION. 

c.  Messages    readdressed    should  be    sent  with  such  precedence  as  the  readdressing  Depart- 
ment, Division,  or  Section  deems  appropriate. 

d.  Readdressal  forms  are  available  at  the  Post  Supply  Office  (ABR). 

3013  OFFICIAL  MESSAGES  TO  PRIVATE  INDIVIDUALS  AND/OR  CIVILIAN  CONCERNS 

1.  Official  messages  to  private  individuals  or  civilian  concerns  should  be  prepared  on  the 
standard  message  form.  (See  PLATE  IV.) 

2.  Normal  punctuation  in  lieu  of  the  "X"  and  normal  phraseology  will  be  used  in  messages  to 
private  individuals  or  civilian  concerns  as  they  are  not  familiar  with  Naval  terms  or  abbrevia- 
tions. (See  paragraph  3007.4.) 

3.  When  circumstances  dictate,  official  messages  may  be  jointly  addressed  to  private  individuals 
or  civilian  concerns  and  other  activities.  A  preferred  method  of  handling  this  type  message  is 
for  the  drafter  to  permit  mail  delivery  by  the  Communication  Center  to  those  addressees  receiv- 
ing the  message  for  information  only." 

4.  In  accordance  with  paragraph  508  of  DNC  26,  the  Communication  Center  cannot  accept  for 
transmission  any  messages  addressed  to  private  individuals  or  civilian  concerns  designated  as 
"Collect"  messages.  Such  messages  will  be  transmitted  as  "Paid"  messages  even  though  the 
addressee  has  requested  a  collect  reply. 

5.  The  use  of  telephone  numbers  and/ or  answer  dates  in  the  address  portion  of  messages  going 
to  addressees  for  which  there  is  no  positive  street  address  is  authorized. 

3014  CASUALTY  MESSAGES 

1.  INITIAL  notifications  to  the  next  of  kin  of  casualties  will  be  prepared  by  the  casualty  section 
(Code  DNA)  on  the  appropriate  form.  This  type  message  will  be  filed  commercially  in  accordance 
with  DNC  26. 

2.  Follow-up  reports  to  the  next  of  kin  on  the  casualty's  condition  or  information  to  the  next  of 
kin  concerning  the  remains  of  casualties  and  welfare  reports  will  be  prepared  on  the  standard 
form. 

3.  For  detailed  instructions  and  sample  message  texts  refer  to  Chapter  13  Marine  Corps  Manual 
1949. 
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3015        PERSONAL  (CLASS  "E")  MESSAGES 

1.  Personal  (Class  E)  messages  may  be  forwarded  via  naval  communication  facilities  to 
military  personnel  and  specifically  authorized  civilian  and  civil  service  personnel  stationed  on 
naval  vessels  and  at  overseas  naval  stations  without  charge.  Refer  to  DNC  26. 

a.    Under    ordinary   circumstances,   the   following   subjects   are   acceptable   or  not  acceptable 
under  the  class  "E"  privilege: 


ACCEPTABLE 


NOT  ACCEPTABLE 


Life 

Death 

Serious  Illness 

Personal  arrangements  or  important 

business  not  of  a  recurrent  nature 
Birth  announcements  in  the  immediate 

family 


Trivial,    indecent   or   frivolous  messages 
Messages  of  unnecessary  length 
Holiday  or  anniversary  greetings 
Classified  Messages 
Ordinary  congratulatory  messages 
Frequent    or    recurring    messages    per- 
taining  to  the  conduct  of  a  commercial 
venture 
Duns    or   business    solicitations   by   com- 
mercial enterprises 

2.  Personal  messages  addressed  to  personnel  in  the  Atlantic,  Mediterranean  (including  Middle 
East)  and  Caribbean  Areas  should  either  be  delivered  to  the  Communication  Watch  Officer,  U.  S. 
Naval  Communication  Station,  Washington,  D.  C,  Room  2621,  Main  Navy  Building  by  the  orig- 
inator or  phoned  to  the  Communication  Watch  Officer,  Naval  Communication  Station  at  extension 
63883. 

3.  The  only  acceptance  point  in  the  U.  S.  for  messages  destined  for  the  Pacific  Ocean  Area 
including  the  Far  East  is  the  U.  S.  Naval  Communication  Station,  San  Francisco,  California. 
The  acceptance  point  for  messages  to  shore  stations  in  the  Alaskan  Area  is  the  U.  S.  Naval 
Communication  Station,  Seattle,  Washington.  Originators  of  messages  to  the  above  areas  should 
forward  them  by  commercial  facilities  (or  mail)  to  the  appropriate  Naval  Communication  Station. 
The  cost  of  getting  the  message  from  the  point  of  origin  to  the  appropriate  Naval  Communication 
Station  must  be  borne  by  the  sender. 

3016        SPECIAL  PROVISIONS 


1.  Cancelling  a  message 

a.  Cancellation  of  a  message  which  has  been  completely  transmitted  can  only  be  accomplished 
by  a  new,  properly  released  message.  If  the  original  message  is  classified,  the  message  of  can- 
cellation must  also  be  classified.  A  cancellation  may  be  included  in  a  message  which  takes  the 
place  of  the  one  cancelled,  or  it  may  be  sent  separately. 

2.  Correcting  or  modifying  a  message. 

a.  Circumstances  sometimes  arise  in  which  it  becomes  necessary  to  change  the  text  of  a 
message  after  it  has  been  transmitted.  Small  changes  can  usually  be  made  by  means  of  a  new 
message  containing  corrections  to  the  original  message.  When  the  change  is  large,  it  is  advisable 
to  cancel  the  original  message  and  originate  a  new  message. 

3.  Book  Message. 

a.  A  book  message  is  one  which  is  destinedfor  two  or  more  addressees  and  is  of  such  nature 
that  the  originator  considers  that  no  addressee  need  be  informed  of  any  other  addressees. 
Each  addressee  must  be  indicated  as  Action  or  Information.  The  originator  shall  signify  his 
desire  to  send  his  message  as  a  book  message  by  indicating  on  the  message  "This  message  may 
be  booked."  If  the  originator  considers  it  essential  to  inform  the  addressees  that  the  message  is 
a  BOOK  message,  he  may  add  the  words  "ALL  INFORMED"  at  the  end  of  the  text. 
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4.    Message  distribution  instructions  . 

a.  Occasions  will  arise  where  messages  between  Commanders  must  receive  special  distri- 
bution. A  commonly  understood  method  of  designating  such  distribution  must  be  employed. 
Phrases  so  utilized  should  be  concise  and  known  by  the  addressees  and  must  be  placed  at  the 
beginning  of  the  text.  The  following  phrases  with  the  meanings  indicated  are  authorized  for 
general  use. 

(1)  EXCL,USIVE--Messages  so  marked  are  to  be  delivered  only  to  the  person(s)  whose 
name(s)  or  designation(s)  appear  immediately  following  the  words  "Exclusive,"  or  in  the  absence 
of  the  person(s)  so  addressed,  to  his  authorized  representative.  Such  messages  must  be  handled 
only  by  specially  designated  personnel  and  must  be  classified. 

(Z)  PERSONAL  FOR--This  instruction  is  to  be  followed  by  the  name  or  title  of  a  partic- 
ular individual  and  indicates  that  the  text  of  the  message  is  to  receive  the  attention  of  that  indi- 
vidual. Messages  thus  marked  may  be  classified  or  unclassified  in  accordance  with  the  rules 
set  forth  in  service  regulations. 
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PART  B:    OUTGOING  CLASSIFIED  MESSAGES 

3050        GENERAL  INSTRUCTIONS 

1.  The  instructions  contained  in  PART  A  of  this  chapter  also  apply  to  classified  messages  ex- 
cept where  modified  by  this  section.  Drafters  should  be  familiar  with  Chapte"  2  before  drafting 
classified  messages  because  of  the  various  restrictions  imposed  by  category  ana  classification. 
The  instructions  governing  the  preparation  of  outgoing  messages  are  discussed  by  classifica- 
tion. 

3  051         CLASSIFIED  MESSAGE  FORMS  AND  MATS  (SEE  PLATE  V  AND  VI) 

1.  Classified     message     forms     are    available    at    the    Headquarters    Supply  Office,  Code  ABR. 

2.  Classified  Azograph  mats  are  available  at  the  Headquarters  Communication  Center. 
3052        PREPARATION  AND  HANDLING  OF  TOP  SECRET  AND  EXCLUSIVE  MESSAGES 

1.  Top  Secret  and  Exclusive  messages  will  be  prepared,  by  the  drafter,  on  Azograph  mats  of  the 
appropriate  classification  and  signed  by  an  authorized  releasing  authority.  One  duplicate  flimsy 
copy  will  also  be  prepared. 

a.  During  working  hours  the  mat  and  the  copy  will  be  delivered  to  the  Secret  and  Confidential 
Files  Section  for  processing.  Secret  and  Confidential  Files  Section  will  bring  the  mat  and  the 
copy  to  the  Communication  Watch  Officer  for  assignment  of  a  date-time  group,  processing,  and 
authentication.  Secret  and  Confidential  Files  Section  will  then  file  the  copy  and  deliver  the  mat 
to  the  Main  Navy  Crypto  Center. 

b.  After  working  hours,  the  drafter  will  bring  the  mat  and  the  copy  to  the  Communication 
Watch  Officer  for  assignment  of  a  date-time  group,  processing,  and  authentication.  The  drafter 
will  then  file  the  copy  until  the  next  working  day  when  he  will  turn  it  over  to  the  Secret  and 
Confidential  Files  Section.  He  will  deliver  the  mat  to  the  Headquarters  Duty  Officer  (Room  1012) 
in  a  double  sealed  envelope.  The  inner  envelope  will  be  marked  Top  Secret  or  Exclusive  and  will 
contain  a  receipt  for  the  message.  The  receipt  will  show  the  date-time  group  of  the  message.  The 
outer  envelope  will  be  marked  with  the  address  "Navy  Department  Communication  Station  Crypto 
Center,  Room  3621,  Main  Navy  Building,  Washington  25,  D.  C."  The  Headquarters  Duty  Officer 
will  then  deliver  the  message  to  the  Navy  Communication  Station.  A  signature  will  be  obtained 
from  the  Navy  Crypto  Center  Watch  Officer  on  the  receipt  contained  in  the  inner  envelope.  The 
signed  receipt  will  be  turned  over  to  the  Secret  and  Confidential  Files  Section  on  the  next  working 
day. 

2.  Records  of  disclosure  and  accountability  will  be  in  accordance  with  Department  of  the  Navy 
Security  Manual  for  Classified  Information  and  current  directives. 

3.  Upon  receipt  of  confirmation  copies  from  the  Naval  Communication  Station  Crypto  Center, 
Secret  and  Confidential  Files  Unit  will  accomplish  internal  distribution,  destroy  the  flimsy  copy, 
and  provide  the  Communication  Center  with  one  (1)  dummy  of  the  message. 

3  053         PREPARATION  AND  HANDLING  OF  SECRET  AND  CONFIDENTIAL  MESSAGES 

1.  Only  one  (1)  copy  of  an  outgoing  Secret  or  Confidential  message  will  be  prepared.  (See  PLATE 
V  and  VI.) 

a.  After  the  message  form  has  been  completed  and  signed  by  an  authorized  releasing  officer, 
it  will  be  delivered  to  the  Communication  Center  for  processing  and  transmission. 

2.  Internal  distribution  of  confirmation  copies  (HAS  BEEN  SENT)  will  be  accomplished  by  the 
Communication  Center. 

3.  "Copy  to"  should  be  shown  at  the  lower  left  margin  of  the  message  blank,  below  the  text 
and  should  be  limited  to  other  sections,  departments  or  divisions  of  this  Headquarters  only. 
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PART  C:      GENERAL  MESSAGES  (ALMAR— ALMARCON) 

3100  DEFINITION 

1.  Messages  having  a  wide  standard  distribution  are  termed  "General  Messages." 

2.  ALMAR  and  ALMARCON  are  the  only  general  messages  which  may  be  originated  by  this 
Headquarters  and  must  be  released  by  the  Commandant,  Assistant  Commandant  or  the  Chief 
of  Staff. 

a.  ALMAR  distribution  is--All  Marine  Corps  Activities. 

b.  ALMARCON  distribution  is--All  Marine  Corps  Activities  within  the  Continental  United 
States. 

3101  GENERAL  MESSAGE  CONSIDERATION  TO  BE  OBSERVED  BY  ORIGINATORS 

1.  The  rapid  and  widespread  dissemination  of  information  afforded  by  general  messages  should 
be  reserved  for  information  or  directives  clearly  warranting  this  service.  In  order  to  assure 
that  limited  communication  funds  and  personnel  are  utilized  only  for  essential  rapid  communi- 
cation service,  originating  sections  having  information  or  directives  requiring  broad  dissemi- 
nation shall: 

a.  Utilize  letters  or  other  means  of  promulgating  information  whenever  possible. 

b.  If  message  transmission  is  necessary,  determine  if  those  who  need  to  know  immediately 
can  be  reached  by  specifically  addressing  them  without  resorting  to  general  message  distribu- 
tion. If  this  is  feasible,  further  dissemination,  as  desired,  may  then  be  made  through  the  medium 
of  letters  or  other  means. 

3102  PREPARATION  AND  HANDLING 

1.  ALMAR- -ALMARCONs  will  be  assigned  a  serial  number  by  the  Communication  Center  in  a 
consecutive     numerical     sequence      starting     with     the    number     one     (1)  for  each  calendar  year. 

2.  ALMAR- -ALMARCONs  will  be  designated  as  MCO  or  MCBul  in  accordance  with  MCO 
5215. 1A: 

a.  The  drafter  will  cVtermine  the  type  of  release  (ORDER  or  BULLETIN)  and  the  Subject- 
Numerical  designation  in  accordance  with  Marine  Corps  Order  5215.  1A  (but  not  the  consecutive 
number). 

b.  The  originator  will  insure  that  all  General  Message  type  releases  to  be  integrated  into 
the  Marine  Corps  Directives  System  are  routed  to  the  Administrative  Division  (Code  ABX)  for 
performance  of  Central  Control  Point  functions  prior  to  release  and  delivery  to  the  Communi- 
cation Center. 

3.  ALMAR- -ALMARCONs  will  normally  be  assigned  deferred  precedence. 

4.  ALMAR- -ALMARCONs  will  be  unclassified. 

5.  An  ALMAR  not  requiring  immediate  delivery  to  forces  afloat  will  be  designated  BASEGRAM. 
A  BASEGRAM  is  a  message  designation  connoting  a  means  of  delivery  for  those  general  mes- 
sages, which  are  not  of  sufficient  operational  importance  to  warrant  immediate  delivery  to 
forces  afloat  by  fleet  broadcasts.  General  Messages  so  designated  will  be  picked  up  in  port  by 
forces  afloat. 

6.  Se,ren  (7)  copies  will  be  furnished  to  the  Communication  Center. 

7.  The  Directives  Control  Office  (ABX)  will  be  furnished  an  authenticated  copy  by  the  Commu- 
nicpKon  Center  for  reproduction. 
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8.    Paragraph   33001.4  of  the  Headquarters  Manual  contains  pertinent  information  on  preparation  / 

and  ultimate  disposition  of  ALMARS  and  ALMARCONS. 

3103  EXAMPLE  OF  AN  ALMAR  (ALMARCON) 

1 .    Example 

From:     CMC 

To:  ALMAR 

ALMAR    ONE  X  BASEGRAM  X  MCO   or    MCBUL  8220.25  X  TEXT  TEXT  TEXT  TEXT  X  THIS 

ALMAR  CANCELLED  30NOV58 

*         ASSIGNED  BY  COMMCEN 

**       ASSIGNED  BY  DRAFTER 

***    ASSIGNED  BY  DIRECTIVES  CONTROL  OFFICE  (CODE  ABX) 
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CHAPTER  U 

INCOMING  MESSAGES 


4000  GENERAL  INFORMATION 


1.  All  incoming  messages  received  at  this  Headquarters  will  receive  internal  handling  in 
accordance  with  the  precedence  assigned  as  prescribed  by  ACP  121.  (See  PLATE  II.) 

4001  DISPOSITION    OF    MESSAGES   RECEIVED   AFTER   NORMAL  WORKING  HOURS  (Except 
Top  Secret  and  Exclusive) 

1.  Messages  received  by  the  Communication  Center  after  normal  working  hours  will  be  reviewed 
by  the  Communication  Watch  Officer.  Those  messages  considered  to  be  of  sufficient  importance 
to  require  action  prior  to  the  commencement  of  normal  working  hours  will  be  delivered  to  the 
Headquarters  Staff  Duty  Officer  upon  receipt. 

2.  Prior  to  0730  of  each  day  the  Communication  Center  will  pick  up  messages  that  have  been 
delivered  to  the  Headquarters  Staff  Duty  Officer. 

3.  Messages  received  by  mail  by  Departments,  Divisions  and  Separate  Offices  will  be  delivered 
to  the  Communication  Center  for  processing.  In  the  event  the  Department,  Division  or  Separate 
Office  does  not  desire  that  the  message  be  entered  into  the  system,  information  consisting  of 
the  originator,  addressees,  category  and  date-time  group  will  be  given  to  the  Communication 
Center  for  record  and  file  purposes. 

4002  INTERNAL  MESSAGE  ROUTING 

1.  The  recommended  internal  routing  of  incoming  classified  and  unclassified  messages  will  be 
indicated  by  the  Communication  Watch  Officer  on  each  message  blank  by  punching  or  writing 
check  marks  in  the  respective  boxes  below  the  code  designations  of  each  section  to  which  the 
message  is  being  routed,  as  indicated  below: 

a.  TWO  (2)  PUNCH  HOLES  or  check  marks  (vV  )  will  indicate  the  recommended  "ACTION 
STAFF  SECTION"  when  this  Headquarters  is  listed  in  the  message  heading  as  an  "ACTION 
ADDRESSEE." 

b.  THREE  (3)  PUNCH  HOLES  or  check  marks  (  vVV  )  will  indicate  the  recommended 
"COGNIZANT  STAFF  SECTION"  (Section  having  primary  interest)  when  this  Headquarters  is 
listed  in  the  message  heading  as  an  "INFORMATION  ADDRESSEE"  or  the  message  is  received 
for  "COGNIZANCE"  (CMC  not  listed  in  the  message  heading  as  an  action  or  information  ad- 
dressee). 

c.  ONE  (1)  PUNCH  HOLE  or  check  mark  (  V  )  on  any  type  addressed  message  will  always 
indicate    the    recommended    "INFORMATION"    or    other    "INTERESTED   STAFF   SECTION(S)." 

4003  CHANGE  OF  ACTION  OR  COGNIZANT  STAFF  SECTION 

1.  Ordinarily  only  one  "ACTION"  section  or  one  "COGNIZANT"  Section  will  be  designated  by 
the  Communication  Watch  Officer  as  having  paramount  interest  in  each  message.  Should  any 
section  consider  that  it  is  not  the  ACTION  or  COGNIZANT  activity,  it  is  the  responsibility  of 
that  section  to  inform  the  Communication  Watch  Officer  of  the  change  desired.  The  office  orig- 
inally assigned  ACTION  or  COGNIZANCE  should  designate  the  new  office  of  responsibility  to 
facilitate  delivery  of  the  recharged  message.  The  Communication  Center  will  effect  the  change 
of  ACTION  or  COGNIZANCE  as  follows: 

a.  On  unclassified  messages,  new  copies  will  be  run  off  and  stamped  "Corrected  Routing 
Per  Instructions ." 

b.  On  classified  messages  when  a  copy  is  already  in  possession  of  the  newly  designated 
Action  or  Cognizant  office,  a  recharge  form  will  be  delivered  in  lieu  of  new  copies.  Newly 
designated  Action  or  Cognizant  offices  not  in  possession  of  the  message  will  be  furnished 
copies  stamped  "Corrected  Routing  per  instructions ." 
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4004  ADDITIONS  TO  ROUTING 

1.  In  the  interest  of  proper  staff  functioning  and  staff  coordination,  sections  appearing  on  the 
initial  routing  of  a  message  should  notify  the  Communication  Center  of  any  other  interested 
section  that  they  believe  should  be  added  to  the  routing  of  a  particular  message. 

4005  DISTRIBUTION  OF  COPIES 

1.  Each  office  will  pick  up  its  incoming,  classified  and  unclassified,  traffic  at  the  Communica- 
tion Center  Delivery  Desk,  Room  2220,  prior  to  0815  daily. 

2.  Messages  received  during  normal  working  hours  will  be  delivered  to  the  appropriate  office 
by  the  Communication  Center  messenger. 

3.  Departments  and  Divisions   shall  be  responsible  for  distribution  within  their  offices. 

4.  The  Headquarters  Communication  Center  will  deliver  to  the  appropriate  offices  a  standard 
number  of  copies  of  incoming  messages.  Extra  copies  to  satisfy  additional  requirements  will 
be  available  in  the  Communication  Center. 
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PART  A:       CLASSIFIED  INCOMING  MESSAGES 

4050  TOP  SECRET  AND  EXCLUSIVE  MESSAGES 

1.  During  working  hours,  incoming  Top  Secret  and  Exclusive  messages  will  be  picked  up  from 
the  Communication  Crypto  Centers  in  the  Washington  area  by  an  Officer  Messenger  from  the 
Secret  and  Confidential  Files  Section.  These  messages  will  be  processed  and  routed  by  the  Secret 
and  Confidential  Files  Section  in  accordance  with  current  handling  procedures. 

2.  After  working  hours  the  incoming  Top  Secret  and  Exclusive  messages  will  be  picked  up  from 
the  Communication  Crypto  Centers  in  the  Washington  areaby  the  Headquarters  Staff  Duty  Officer 
or  his  assistant. 

a.  The  Headquarters  Duty  Officer  will  deliver  all  Top  Secret  and  Exclusive  messages  re- 
ceived by  him  in  accordance  with  the  current  Duty  Officers  Instructions  and  will  turn  them  over 
to  his  relief  or  the  Secret  and  Confidential  Files  Section,  as  appropriate. 

3.  The  Secret  and  Confidential  Files  Section  will  provide  the  Communication  Center  with  one  (1) 
dummy  of  each  Top  Secret  and  Exclusive  message  received. 

4051  SECRET  AND  CONFIDENTIAL  MESSAGES 

1.  The  recommended  internal  routing  of  Secret  and  Confidential  incoming  messages  will  be  in- 
dicated by  the  Communication  Watch  Officer  on  each  copy  of  the  message.  Check  marks  will  be 
used  to  designate  the  section  to  which  the  message  is  routed.  Refer  to  paragraph  4002.  A  signa- 
ture, date  and  time  of  delivery  will  be  obtained  for  each  message  delivered.  Receipts  will  show 
the  number  of  copies  delivered. 

4052  SPECIAL  CATEGORY  MESSAGES 

1.  Special  Category  messages  are  SEATO,  NATO,  classified,  BAGHDAD  PACT,  JCS  and  COSMIC. 
These  will  be  processed,  routed  and  filed  by  the  Secret  and  Confidential  Files  Section  in  accord- 
ance with  current  handling  procedures. 

4053  COURIER  RUNS 

1.  Authorized  courier  runs  to  Communication  Crypto  Centers  in  the  Washington  area  will  be 
dispatched  in  accordance  with  the  schedule  and  procedures  established  by  the  Communication 
Officer.  Couriers  will  also  be  utilized  at  any  time  when  electrical  delivery  is  impractical  or 
prohibited. 

2.  The    Headquarters    Staff    Duty  Officer  will  provide  transportation  necessary  for  courier  runs. 


4-5 


► 


• 


* 


PART  B:     UNCLASSIFIED  INCOMING  MESSAGES 

4100  ACCOUNTABILITY  AND  HANDLING  OF  UNCLASSIFIED  MESSAGES 

1.  No  special  accountability  is  required  on  unclassified  messages. 

2.  Each  incoming  unclassified  message  will  be  logged  and  delivered  as  indicated  by  the  Com- 
munication Watch  Officer.  A  signature,  date  and  time  of  delivery  will  be  obtained  for  each  mes- 
sage delivered  by  the  Communication  Center. 

4101  COMMERCIAL  MESSAGES 

1.    Incoming  commercial  messages  are  of  two  types:     Official  and  Personal. 

a.  Official  commercial  messages  are  messages  addressed  to  the  Commandant  of  the  Marine 
Corps  concerning  Marine  Corps  matters  and  will  be  routed  to  the  section  having  primary  interest 
in  the  subject  matter. 

b.  Personal  messages,  except  death  notices,  addressed  to  specific  individuals  stationed  in 
Headquarters  Marine  Corps  will  be  delivered  by  telephone.  Confirmation  copies  will  be  available 
at  the  Communication  Office.  In  the  case  of  a  death  notice  the  person  concerned  will  be  required 
to  pick  up  his  message  at  the  Communication  Center.  Personal  messages  received  "COLLECT" 
or  MONEY  ORDERS  for  private  individuals  will  not  be  accepted  by  the  Communication  Center. 
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CHAPTER  5 

RESPONSIBLE  RELEASING  AUTHORITIES 

5000  GENERAL  INFORMATION 

1.  The  titles  of  the  message  releasing  authorities  for  the  Departments,  Divisions  and  Separate 
Offices  of  Headquarters  Marine  Corps  are  contained  in  paragraph  5001.  Marine  activities,  for 
whom  the  Headquarters  Communication  Center  maintains  communication  guard,  will  be  guided 
by  paragraph  5000.2  in  matters  relating  to  releasing  authorities. 

2.  Only  those  messages  signed  in  ink  (full  signature),  by  the  incumbents  of  the  positions  listed 
in  paragraph  5001  will  be  accepted  by  the  Communication  Center  for  transmission. 

3.  The  Communication  Officer  will  maintain  a  specimen  signature  card  file  on  releasing  author- 
ities. Cards  are  available  at  the  Communication  Center.  (See  PLATE  IX) 

4.  The  Communication  Officer  will  be  notified  by  memorandum  of  any  permanent  changes  of  the 
incumbents  of  the  positions  listed  in  paragraph  5001. 

5.  In  the  event  it  becomes  necessary  for  any  of  the  incumbents  to  be  absent  from  Headquarters 
due  to  leave,  temporary  duty  of  board  meetings ,  and  definite  dates  are  known,  the  Communication 
Officer  will  honor  a  temporary  signature  card.  A  memorandum  setting  forth  the  period  of  tem- 
porary eligibility  will  accompany  the  card.  Upon  its  expiration,  the  temporary  signature  card 
will  be  returned  to  the  Head  of  the  Section  concerned. 

6.  At  any  time  a  releasing  authority  is  absent  from  his  section  for  a  short  period  (one  day  or 
less),  and  it  becomes  necessary  for  the  section  to  draft  a  message,  the  message  will  be  taken 
to  the  next  senior  releasing  authority  of  the  Department  or  Division. 

5001  AUTHORIZED  RELEASING  AUTHORITIES 

1.  All  General  Officers,  Heads  of  Departments  and  Divisions,  the  Military  Secretary,  the 
Secretary  of  the  General  Staff,  and  the  Assistant  G-3,  are  authorized  to  release  Top  Secret 
Messages. 

2.  The  incumbents  of  the  positions  listed  below  are  authorized  to  release  messages  in  accord- 
ance with  the  key  number  assigned: 

KEY  1.    All  messages  except  messages  requiring  SECNAV  release. 

KEY    2.    All  messages  except  General  Messages  (Top  Secret  as  provided  Para  5001.1) 

KEY  3.    All  messages  except: 

a.  General  Messages 

b.  Top  Secret  Messages 

c.  Messages    which    will    effect  a   change   in   existing  policy  or  will  establish  a  new 
policy 

d.  "MINIMIZE"  Message;  (Refer  paragraph  1053) 

Key  assignments  Key  Number  Key  assignments  Key  Number 

Offices  of  the  Commandant                                             Deputy  Chief  of  Staff  (Plans)  ...  2 

Deputy  Chief  of  Staff  (R&D)  ....  2 
Commandant  of  the                                                               Military  Secretary  to  the 

Marine  Corps 1                     Commandant 2 

Assistant  Commandant  of  the                                        Secretary  of  the  General  Staff.  2 

Marine  Corps 1  Assistant  to  the  Secretary  of 

Chief  of  Staff 1                    the  General  Staff 3 
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Key  assignments 


Key  Number 


Key  assignments 


Key  Number 


General  Staff 

Assistant  Chief  of  Staff  G-l....  2 

Executive  Officer 2 

Assistant  Executive  Officer.  3 

Assistant  Chief  of  Staff  G-2....  2 

Assistant  G-2 2 

Assistant  Chief  of  Staff  G-3....  2 
Deputy  Ass't  Chief  of  Staff, 

G-3  Plans 2 

Assistant  G-3..., 2 

Assistant  Chief  of  Staff,  G-4...  2 

Assistant  G-4  fc  Executive 
Officer 2 

Head,  Development  Branch..  3 

Head,  Material  Require- 
ments Branch 3 

Assistant  Head,  Material 
Requirements  Branch 3 

Head,  Plans  and  Operations 
Branch 3 

Head,  Facilities  and  Serv- 
ices Branch 3 

Head,  General  Supply 
Branch 3 

Head,  Motor  Transport 
Branch 3 

Head,  Engineer  Branch 3 

Head,  Ordnance  Branch 3 

Head,  Communication  & 
Electronics  Br 3 

Administrative  Division 

Director 2 

Assistant  Director 3 

Head,  M  ana  g  e  m  e  nt    Engi- 
neering Branch 3 

Head,  Communication  Sec- 
tion (As  required  by  his 
position  as  HQ  CommO)  .... 

Division  of  Aviation 

Director 2 

Assistant  Director..... 2 

Deputy  Assistant  to  the 

Director 2 

Head,  Aviation  Technical 
Training  and  Distribution 

Branch 3 

Assistant  Head,  Technical 
Training  and  Distribution 

Branch 3 

Head,  Technical  Training 

Section 3 

Head,  Aviation  Plans  and 

Readiness   Branch 2 

Assistant  Head,  Aviation 
Plans  and  Readiness 
Branch 3 


Head,  Aviation  Logistics  & 

Material  Branch 

Assistant  Head,  Aviation 
Logistics  and  Material 
Branch 


Boards 

President,  Naval  Examining 

Board 

Recorder,  Naval  Examining 
Board 

President,  Physical  Evalua- 
tion Board 

Recorder,  Physical  Eval- 
uation Board 

Senior  Member,  Board  for 
Determining  Data  and  Data 
Processing  Requirements.... 

Duty  Officer 

Headquarters  Ducy  Officer  as 
listed  in  the  Current  Duty 
Officers  list 

Personnel  Department 

Director 

Assistant  Director 

Personnel  Department  Duty 

Officer 

Head,  Detail  Branch 

Officer  Coordinator 

Assistant  Officer  Coordi- 
nator  

Head,  Aviation  Control 

Unit,  Lt.  Col.  Monitor 

Officer  Coordinator  Sec- 
tion   

Head,  Ground  Control  Unit, 
Officer  Coordinator  Sec- 
tion  

Head,  Supply  Control  Unit, 
Officer  Coordinator  Sec- 
tion  

Enlisted  Coordinator 

Assistant  Enlisted  Coordi- 
nator  

Head,  Military  Personnel 

Procurement  Branch 

Assistant  Head,  Military 
Personnel  Procurement 

Branch 

Head  Officer  Section 

Head  Enlisted  Section 

Head,  Personal  Affairs 

Branch 

Assistant  Head,  Personal 

Affairs  Branch 

Head,  Casualty  Section 

Head,  Benefits  Section 
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Key  assignments 
Personnel  Department--Cont. 

Head,  Records  Branch..... 

Head,  Files  Section , 

Head,  Records  Service 

Section 

Head,  Personnel  Accounting 

Section 

Head,  Planning  Section 

Head,  Separation  and  Retire- 
ment Branch  

Assistant  Head,  Separation 

and  Retirement  Branch 

Assistant  to  Head,  Separa- 
tion and  Retirement 
Branch 

All  other  Branches  of  the 

Personnel  Department 

Head 

Assistant  Head , 

Inspection  Division 

Inspector  General 

Assistant    Inspector 
General 

Administrative  Officer 

Division  of  Information 

Director 

Deputy  Director , 

Fiscal  Division 

Director 

Deputy  Fiscal  Director , 

Policy  Analysis  Division 

Director , 

Assistant  Director , 

Division  of  Reserve 

Director 

Deputy  Director , 

Assistant  Director , 

Assistant  to  Director , 

Head,  Administrative 

Branch 

Head,  Aviation  Branch 


Key  Number  Key  assignments 

SUPPLY  DEPARTMENT 


Quartermaster  General 

Assistant  Quartermaster 
General 

Administrative  Officer 

Budget  and  Fiscal  Coordi- 
nator   

Plans  and  Programs  Officer... 

Data  Processing  Coordinator 

Officer /Supply 

Director,  Disbursing  Division.... 

Assistant  Director  Disbursing 
Division  

Head,  Allotment  Branch 

Head,  Examination  Branch 

Director,  Material  Division 

Special  Assistant  to  Director.. 
Stores  Accounts  Management 

Officer 

Head,  Supply  Management 

Branch 

Assistant  Head,  Supply 

Management  Branch 

Planning  and  Operations 

Officer 

Inventory  Management 

Officer 

Head,  Budget  and  Require- 
ments Section 

Head,  Procurement  Program 

Section 

Head,  Stock  Distribution 

Section 

Head,  Technical  Section 

Assistant  Head,  Material 

Services  Branch 

Head,  Procurement  Section.... 

Head,  Subsistance  Section 

Head,  Catalog  Section 

Head,  General  Accounting 

Branch  

Director,  Services  Division 

Assistant  Director,  Services 

Division 

Assistant  to  Director, 

Services  Division 

Head,  Depot  Management 

Branch 

Head,  Station  Management 

Branch 

Head,  Facilities  Services 

Services  Branch  

Head,  Transportation  Branch.. 
Assistant  Head,  Transporta- 
tion Branch 


Key  Number 
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5002  COMMUNICATION  GUARD  RESPONSIBILITY 

1.  Headquarters  Marine  Corps  Communication  Center  is  assigned  communication  guard 
responsibility  for  the  following  activities  in  the  Washington,  D.  C.  area: 

a.  Eastern  Pay  Area 

b.  Fifth  Marine  Corps  Reserve  and  Recruitment  District 

c.  Headquarters  Battalion,  Headquarters  U.  S.  Marine  Corps 

2.  Commanding  Officers  of  these  activities  will  provide  the  Communication  Center  (Code  ABC) 
with  a  Specimen  Signature  Card,  NAVMC  Hq  238-ADM,  for  each  releasing  authority  within 
their  commands. 

3.  Commanding  Officers  of  these  activities  will  be  guided  by  this  manual  in  matters  pertaining 
to  communications. 


♦ 
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ORIGINATOR'S  RESPONSIBILITIES  THAT  MUST  BE  OBSERVED  BY 
ALL  DRAFTERS  AND  RELEASERS 

1.  DETERMINE  IF  MESSAGE  IS  NECESSARY 
Will  Mail,  Airmail  or  Speedletter  Suffice? 

2.  SELECT  ADDRESSEES 

Keep  to  minimum-  restrict  to  those  who  need  to  know. 

3.  CHECK  REFERENCES. 

Are  they  essential?   Do  all  addressees  have  them?  Are  they  classified?  Effective? 

4.  DETERMINE  SECURITY  CLASSIFICATION 

Know  your  security  rules  and  classification  definitions. 

5.  ASSIGN  PRECEDENCE 

Reserve  high  precedence  for  messages  requiring  fast  handling  by  Communication  personnel. 
Consider  the  use  of  dual  precedence.  Can  the  message  be  mailed  or  airmailed  to  some  or 
all  of  the  INFO  addressees? 

6.  DRAFT  THE  TEXT  IN  PROPER  FORM 
Strive  for  accuracy,  brevity,  and  clarity. 

7.  DESIGNATE  REPLY  DESIRED 

If  your  message  requires  a  reply  but  receipt  of  the  reply  is  not  required  immediately,  include 
in  the  message  one  of  the  following  or  similar  expressions: 

REPLY  BY  MAIL  REPLY  SPEEDLETTER  REPLY  15DEC 

8.  DESIGNATE  LOCAL  DISTRIBUTION 
Who  gets  copies?   Do  they  need  to  know? 

9.  OBTAIN  PROPER  RELEASE 

Authorized  releasing  authority's   signature  required. 

10.    DELIVERY 

Make    sufficient   copies    and  deliver   to     the    Communication  Center  as  soon  as  possible  after 
release.  DO  NOT  HOLD  UNTIL  1630! 
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PLATE  I 


f 


< 


c 


PRO- 

SIGN 


DESIGNATION 


DEFINITION  AND  USE 


HANDLING 
REQUIREMENTS 


FLASH 


Reserved  for  initial  enemy 
contact  reports  or  special 
emergency  operational  com- 
bat traffic  originated  by 
specifically  designated  high 
commanders  or  by  opera- 
tional commanders  directly 
affected.  This  traffic  to  be 
short  reports  of  emergency 
situations     of    vital 
proportions. 


FLASH  messages  will  be  hand 
carried,  processed,  trans- 
mitted and  delivered  in  the 
order  received  and  ahead  of 
all  other  messages.  Messages 
of  lower  precedence  will  be 
interrupted  on  all  circuits  in- 
volved until  handling  of  the 
FLASH  message  is  completed. 


EMERGENCY  Reserved  for  amplifying 

reports  of  initial  enemy 
contact,  for  messages  re- 
quired in  situations  of 
emergency  which  affect  the 
current  implementation  of  a 
tactical  action,  and  in  situ- 
ations which  gravely  affect 
the  national  security  or 
concerning  distress,  which 
demands  immediate  delivery 
to  the  addressee. 


EMERGENCY  messages,  are 
processed,  transmitted,  and 
delivered  in  the  order  received 
and  ahead  of  all  messages  of 
lower  precedence,  even  to  the 
extent  of  interrupting  process- 
ing and  transmission  of  lower 
precedence  messages  already 
in  progress. 


O 


OPERATIONAL 
IMMEDIATE 


Reserved  for  important 
tactical  messages  pertain>- 
ing  to  the  OPERATIONS  in 
progress,  or  for  important 
administrative  messages 
having  an  immediate  bearing 
on  the  tactical  operations;  and 
when  necessary,  those  mes- 
sages concerning  the  move- 
ment of  ships,  aircraft,  or 
ground  forces.  This  pre- 
cedence is  only  to  be  used 
when  the  value  of  a  message 
is  dependent  upon  expeditious 
delivery  to  the  addressee. 


OPERATIONAL  IMMEDIATE 
messages  are  processed, 
transmitted,  and  delivered  in 
the  order  received  and  ahead 
of  all  messages  of  lower  pre- 
cedence, even  to  the  extent  of 
interrupting  processing  and 
transmission  of  lower  pre- 
cedence messages  already  in 
progress. 


PRIORITY 


Reserved  for   important 
messages  which  must  have 
precedence  over  ROUTINE 
traffic.  This  is  the  HIGHEST 
Precedence  which  may  be 
assigned  to  messages  of  an 
ADMINISTRATIVE  nature. 


PRIORITY  messages  are 
processed,  transmitted,  and 
delivered  in  the  order  re- 
ceived and  ahead  of  all  mes- 
sages of  lower  precedence. 
ROUTINE  messages  being 
transmitted  should  not  be  in- 
terrupted unless  they  are  extra 
long. 


PLATE    II 
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PRO- 

SIGN 


DESIGNATION 


DEFINITION  AND  USE 


HANDLING 
REQUIREMENTS 


R 


ROUTINE 


Reserved  for  all  types  of 
messages  which  are  not  of 
sufficient  urgency  to  justify 
a  higher  precedence  but 
must  be  delivered  to  the 
addressee  without  delay. 


ROUTINE  messages  are 
processed,  transmitted,  and 
delivered  in  the  order  re- 
ceived and  after  all  messages 
of  a  higher  precedence. 


M 


DEFERRED  To  be  employed  for  all  types 

of  messages  which  justify 
transmission  by  rapid  means 
but  which  will  allow  for  the 
delay  necessary  for  prior 
transmission  of  messages  of 
higher  precedence. 


DEFERRED  messages  are 
processed,  transmitted,  and 
delivered  in  such  order  as 
will  clear  traffic  with  due 
regard  for  messages  of  a 
higher  precedence. 


PLA.TJS   II      (Cont'd) 
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MVMC  NQ    317-ADM 

r»£R«j 

iiunnicn^    u<  o.  munim 

.  bvnro 

DRAFTED   BY 

WILSON/brown 

ORIGINATOR'S    OFFICE    CODE 

ABC 

ROOM    BO. 

2102 

EXTENSION    NO. 

41721 

PRECEDENCE 
□   WWORITY 
Q   tMTINE 
(3  WFERIUD 

RELEASED    Br 

JOHN  P0  JONES 

(typed) 

COLONEL  V     0     "\?      1 

DATE 

1APR56 

(Assigned  by  Comm Center) 

(Datt/timt  group)    (SCI) 


FROM:        CMC 

to:         CINCPACFLT 

hfo:      CG  FMFPAC 

CG  AIRFMFPAC 

MCAS  MIAMI  FLA 

COMDTMCS  QUANT 

CNO 

BUPEES 

HQBN  HQMARCOR 


/AIRMAIL/ 

/MAIL/ 

/MAIL/ 

/MAIL/ 

/MAIL/ 


IS  THE  MESSAGE  NECESSARY  X  WILL  A  SPDLTR  SERVE  THE 
PURPOSE  X  HAVE  YOU  KEPT  THE  ADDRESSEES  TO  A  MINIMUM  X 
HAVE  YOU  CHECKED  THE  REFERENCES 


Copy  to:    A  A    NOTE:    1.     "Copy  to"  will  be  delivered  by  the  Communication 
AG  Center.     Have  you  furnished  sufficient  copies?  Should 

DF  only  be  used  for  Departments,  Divisions,  or  Sections 

within  HQMARCOR. 

2.     Other  commands  Bureaus  etc.,  such  as  BUPERS, 
HQBN  HQMARCOR,  CNO  etc, ,  must  be  listed  as 
addressees  served  by  mail  as  shown  above. 


61952 


PLATE  HI 


WTGOUtG      JUCUSttfilf        MfSSAG* 
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MAVMC  HQ    317-ADM 


HEADQUARTERS    U.  S.  MARINE  CORPS 


DRAFTED    BY 


J.  P.  JONES,      MSGT 


ORIGINATOR'S  OFFICE  CODE 

DFB 


ROOM    HO, 

1106 


RELEASED    BY 


W.  T.  HATCH     MAJOR 

(typed) 


Lt ,  3  ;    0  ^ign^^i-aJr  cXs. 


EXTENSION    NO. 

42103 


DATE 

1APR56 


PRECEDENCE 
Q   HKORITY 
Q   ttVTINE 
171    BtFERRfD 


(Assigned  by  CommCenter) 

(Sote/time   grout)    IGCt) 

FROM:        CMC 

to:         SSGT  JOHN  R  SMITH  234567/2541  USMC 
333  NORTH  MAIN  ST 
NEW  YORK  N  Y 

INFO: 

C.  D.   JOHNSON  AND  CO  INC 
1111  SOUTH  AVE 
BROOKLYN     NY 


YOUR  APPLICATION  FOR  DEPENDENCY  DISCHARGE  DISAPPROVED 


NOTE:    This  is  an  example  of  an  unclassified  outgoing  message  to  a 
private  individual  and/or  civilian  concern. 


PLATE  IV 


outgoing     UNCLASSIFIED      message 
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HAVMC  HQ  279a-ADM   (Rev.    12-57) 


SECRET 


DRAFTED    BY 

J".  N.  DIXON 


ORIGINATOR'S  OFFICE  CODE 

AOl 


ROOM    NO. 

2209 


RELEASED    BY 


ItLEASEO    BY  .  (~- 

W.  T.  H&5KCH  Co     V,      H«flJ&  cJL 


EXTENSION    NO. 

42724 


DATE 

1  June  58 


PRECEDENCE 

□  PRIORITY 

□  ROUTINE 
g]  OEFERRED 


(Date  fine  Oroufil    (BOD 

FROM:       CMC 

to:        CG  FIRST  MARDIV 
info:     CG  FMFPAC 


IS  THIS  MESSAGE  NECESSARY  X  CAN  IT  BE  ASSIGNED  A  LOWER  CLASSIFICATION 


ROUTER        CWO 


CUTTER        SENDER 


OUTGOING 


SECRET 


MESSAGE 


PLATE  V 
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< 


OR  IG 

ts 

NAVHC  HO  279-ADH   (Rev.    12-57) 

uunnuLmiMi 

L 

DMFTH  SV 

D.   J.   JONES 

I  ORIgIHAToR'S  officE  c66E  "    '      " 
1  A02 

ROOM    NO. 

2105 

EmHSloT'UT. 

42461 

PRECEDENCE 

]   PRIORITY 

RELEASED   ?Y 

A.   B.  S£E, 

(i£_     Ov<"<ggjUL- 

D*TE 

1  June  58 

Q]    ROUTINE 
g)    DEFERRED 

(Bail  fi««  <?«-ou£;   (OOt) 


FROM:      CMC 

to:       CG  THIRD  MARDIV 
info:    CG  FMFPAC 

IS  THIS  MESSAGE  NECESSARY  X  CAN  IT  BE  SENT  UNCLASSIFIED 


CUTTER  SE«DER 


OUTGOING 


CONFIDENTIAL 


MESSAGF 


PLATE  VI 
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HAVMC  HQ  288-AW   (REV.    2-B8) 


HEADQUARTERS,  U.S.  MARINE  CORPS 


ORIGINATOR'S    CODE 

A  04 


2231 


EXTENSION    NO. 

42557 


BATE 

1  June  58 


RELEASING    AUTHORITY 

F.  X.  MURPHY 


£  J.  /h^L^ 


precedence 
i  j  priority 
[_]  routine 
ho  deferred 


READORESS 

CG  SECOND  MARDIV 


DATE    TIME   GROUP 

312108Z 


May 


(Date  fine  Oroupl    (GCT) 


FROM:  CMC 
TO: 


info:      CG  MARCORSUPCEN  ALBANY  GA 


INSTRUCTIONS 

1.  Messages  addressed  to  MARCORPS  for  ACTION  nay  be  readdressed  for  ACTION  or    INFO. 

2.  Messages  addressed  to  MARCORPS  for  INFO  nay  be  readdressed  for  INFO  only. 

3.  Submit  form  In  duplicate  with  copy  of  message  (unclassified)  ettached.  One  copy 
of  form  and  message  will  be  returned  to  originating  office. 


OUTGOING   READDRESSED  MESSAGE 


PLATE  VH 
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G 


G 


£ 


NAVGEN-1006  (REV.  1—49) 


$$5  USl  fOK   UHOINT 


UTTCRS  ONLr 


^^^^^^^ 


(One  box  must  be  checked) 

L2LI    K6ULAI  MAIL                        I 1    SPECIAL  DEUVERY 

1 1    All  MAIL                                   1 1    K6ISTEKD  MAIL 

CLASSIFICATION 

UNCLASSIFIED 

IN  REPLY  REFER  TO: 

ABC-2717-gwm 

DATE 

1  April  1956 

to:      Commanding  General 

Marine  Corps  Supply  Center 
Barstow,  California 

L                        '                                                           J 
(Fold) 

NAVAL  SPEEDLETTER— 

Permits  dispatch  or  informal  language. 

May  be  sent  (1)  with  enclosures,  (2)  in 
a  window  envelope  (size  8%*x3Js*), 
ii  contents  are  not  classified  as  confi- 
dential or  higher,  (3)  tc  both  naval  and 
nonnaval  activites. 

Is  packaged  500  sheets  of  white  or  ol 
one  color:  yellow,  pink,  or  green. 

A  speedletter  is  a  naval  form  of  correspondence  used  for  an  urgent 
routine  communication.    With  the  approval  of  the  appropriate  official, 
the  speedletter  may  also  be  used  for  routine,  but  urgent,  corre- 
spondence with  persons  or  agencies  outside  the  Department  of  the  Navy. 

The  primary  purpose  of  the  speedletter  form  is  to  call  attention  to  the 
communication  so  that  it  will  be  handled  as  promptly  as  possible  by 
the  recipient.    When  it  is  necessary  to  expedite  the  delivery  of  a 
speedletter,  it  may  be  sent  by  air  mail  or  special  delivery  or  both. 


^A%r— 

/-"^  XOHN  SPENOER 
^- —By  directioiv 


CG  MARINE  CORPS  BASE,  Camp  Lejeune,   N.   C. 


address:      Commanding  Officer 

2d  Combat  Service  Group 
Service  Command,  FMF 
L  Camp  Lejeune,  N.   C. 


J 


«* SENDER'S  MAILING  ADDRESS 

Address  reply  as  shown  at  left;  or  reply 
hereon  and  return  In  window  envelope 
(size  8J4*  x  3}{"),  if  not  classified  as 
confidential  or  higher. 


CLASSIFICATION 


UNCLASSIFIED 


PLATE  VTfl 
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DOE,  John  J. 

LtCol. 

NAME    (Last,   first,   middle    initial) 

RANK 

TITU  Head,  Administrative  Branch, 
Division  of  "Reserve 

UATE 

1  Apr  1956 

OFFICE    CODE 

A  FA 

ROOM    NO. 

4215 

EXT. 

42526 

SPECIMEN  SIGNATURE: 


AUTHORIZED  TO  RELEASE  MESSAGES  IN  ACCORDANCE  WITH  KEY  *   j£  AS  SHOWN 

IN^^ESj^  IX   SOP  FOR  HANDLING  OF  MESSAGES,   HEADQUARTERS  U.S.  MARINE  CORPS 


'fcffiWV 


RETURN  TO  COMMUNICATION  OFFICE,    ROOM  2102 


SPECIMEN  SIGNATURE  CARD     navmc  ho  238-adm 


PLATE   IX 


5-23 


u 
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• 
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Date  Li  ne 

I.   If  you  cross  the  date  line  going  east,  subtract  one  (I)  day, 
?..      If  you  cross  the  date  line  going  west,  add  one  (I)  day. 
3.   Set  CITY  opposite  TIME. 
U.   Read  TIME  opposite  any  other  CITY. 


PLATE  X 
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CHAPTER  6 

ABBREVIATIONS 

6000  GENERAL 

1.  Abbreviations  are  primarily  used  for  saving  space  and  time.  The  use  of  abbreviations  must 
be  limited  and  kept  within  the  confines  of  assured  intelligibility. 

6001  NAVY  POLICY  ON  ABBREVIATIONS 

1.  The  use  of  abbreviations  in  messages  will  be  in  accordance  with  the  Navy  policy  as  promul- 
gated in  U.  S.  Naval  Communication  Instructions,  DNC  5(A).  Annex  CHARLIE  which  contains 
that  policy  is  quoted  herewith  for  guidance: 

»  ANNEX  CHARLIE 

USE  OF  ABBREVIATIONS 

"C-l.      ABBREVIATIONS  AND  SHORT  TITLES—DEFINITION 

.1  The  word  abbreviation,  as  used  in  this  annex,  means  a  shortened  form  of  a  word  or  phrase 
which  will,  in  its  condensed  form,  convey  the  same  unmistakable  meaning  as  though  the 
word  or  phrase  itself  were  used. 

.2  The  term  short  title,  as  used  here,  refers  to  the  condensed  form  of  those  proper  names 
which  together  make  up  the  title  of  a  command,  document,  or  device.  An  example  of  a 
short  title  would  be  SECDEF,  meaning  Secretary  of  Defense. 

"C-2.      THE  USE  OF  ABBREVIATIONS  AND  SHORT  TITLES 

.1  Abbreviations  and  short  titles  are  intended  for  use  in  correspondence  and  messages  in 
order  to  shorten  the  text,  thereby  saving  time  and  material.  They  provide  an  easy-to- 
read  and  easy-to-say  symbol  for  oft-repeated  phrases  and  long  and  cumbersome  titles. 
Many  abbreviations  and  short  titles  can  be  spoken  as  single  words,  and  may  carry  over 
into  oral  use.  It  is  much  easier  to  say  CINCNELM,  for  example,  than  Commander-in- 
Chief,  U.  S.  Naval  Forces,  Eastern  Atlantic  and  Mediterranean. 

.2  Although  abbreviations  shorten  messages  and  are  intended  to  ease  communications,  in- 
discriminate, injudicious  and  excessive  use  results  in  loss  of  intelligibility.  Over-usage 
of  abbreviations  places  brevity  above  clarity  with  a  resultant  loss  of  exactness  in  com- 
munications. The  brevity  and  economy  being  sought  is  more  than  offset  by  the  error,  de- 
lay and  misunderstanding  that  stem  from  an  excessively  abbreviated  message. 

.3  Use  of  abbreviations  must  be  limited  and  kept  within  the  confines  of  assured  intelligibility. 
The  increase  in  preparation  and  transmitting  time  brought  about  by  restricting  the  use  of 
abbreviations  is  acceptable,  since  such  restriction  will  eliminate  the  administrative 
effort  and  circuit  time  inevitably  lost  in  sending  service  messages,  requesting  repeti- 
tions, and  clearing  garbles  resulting  from  over -abbreviating. 

"C-3.      NAVY  POLICY 

.1  The  policy  prescribed  here  will  be  followed  by  drafters  and  originators  when  drafting 
correspondence  and  messages  addressed  to  activities  and  commands  within  the  U.  S.  Navy. 
Brevity  in  message  texts  will  not  be  de -emphasized  as  a  result  of  this  policy.  Rather, 
brevity   will   be   achieved   through  the  proper  choice  of  words  and  good  writing  techniques. 

.2  Well-recognized  abbreviations  which  definitely  fall  into  one  of  the  following  categories 
may  be  used  in  the  preparation  of  correspondence  and  messages  when  they  will  serve  a 
useful  purpose. 

(a)  Abbreviations  for  medals,  badges,  or  other  marks  of  distinction. 

(b)  Abbreviations  for  points  of  the  compass  and  map  coordinates. 
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(c)  Authorized  model  designations  and  symbols  for  common  types  of  aircraft,  ships,  or 
vehicles. 

(d)  Abbreviations  for  titles,  ranks,  and  grades. 

(e)  Abbreviations  commonly  used  for  geographical  locations  and  standard  English  dic- 
tionary abbreviations. 

(f)  Other  technical  abbreviations  customarily  used  by  specialists  and  technicians  when 
communicating  with  activities  or  persons  in  the  same  field  as  that  of  the  originator, 
and  to  no  others. 

.3  Abbreviations  other  than  those  outlined  above  may  be  used  in  the  text  of  correspondence 
or  messages  after  they  have  been  initially  spelled  out  and  identified  in  each  item  of 
correspondence  or  message.  For  example,  the  abbreviation  ICAO  could  be  used  in  a  letter, 
but  only  if  that  letter's  first  reference  to  the  organization  read:  International  Civil  Avia- 
tion Organization  (ICAO). 

.4  Abbreviations  and  short  titles  which  have,  through  years  of  joint  usage,  become  self- 
evident,  unequivocal,  and  universally  known,  will  be  accepted  for  joint  use  within  and 
among  the  Services.  Even  then,  an  abbreviation  will  not  be  used  if  there  is  any  doubt  that 
it  will  be  easily  and  readily  understood.  Such  abbreviations  peculiar  to  the  U.  S.  Navy  may 
be  used  under  the  same  conditions,  but  only  within  the  Navy. 

.5  The  usage  of  abbreviations  will  at  all  times  be  governed  by  the  principle  of  immediate 
comprehension.  Abbreviations  will  not  be  used  in  correspondence  and  messages  unless 
the  originator  can  reasonably  assume  that  the  meaning  of  the  abbreviation  will  be  imme- 
diately clear  to  the  addressee. 

"C-4.      JOINT  POLICY 

.1  The  policy  on  the  use  of  abbreviations  prescribed  for  Joint  use  is  identical  to  that 
prescribed  for  Naval  use.  Drafters  and  originators  of  correspondence  or  messages  will 
be  guided  by  the  principles  laid  down  in  Article  C-3  of  this  annex  when  addressing  mate- 
rial to  the  other  U.  S.  Services. 

"C-5.      ALLIED  PROCEDURE 

.1  Since  there  is  no  Allied  Policy  on  the  use  of  abbreviations  and  since  the  abbreviations 
concerned  are  normally  taken  from  the  English  language,  originators  of  correspondence 
or  messages  to  other  than  U.  S.  Services  must  restrict  themselves  to  abbreviations  and 
short  titles  which  are  universally  understood.  Abbreviations  will  not  be  used  in  Allied 
communications  unless  the  originator  is  certain  that  the  abbreviations  will  be  imme- 
diately clear  to  the  addressee. 

"C-6.      AUTHORIZED  ABBREVIATIONS 

.1  As  noted  in  Article  C-3,  there  are  six  categories  of  words  which  may  be  abbreviated  in 
correspondence  or  messages  if  the  abbreviation  will  serve  a  useful  purpose.  Here  are 
some  examples  of  such  acceptable  abbreviations: 

(a)  Medals  and  badges. 

CMH- -Congressional  Medal  of  Honor 
PUC- -Presidential  Unit  Citation 
DSC- -Distinguished  Service  Cross 

(b)  Compass  and  map  directions. 

N- -North 

SE  -  -Southeast 

WSW--  West  -southwest 

LAT-- Latitude 

LONG  -  -Longitude 
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(c)  Designations  for  the  more  common  aircraft,  ships,  or  vehicles. 

DD- -Destroyer 

CV- -Aircraft  Carrier 

AO--Fuel  Oil  Tanker 

(d)  Titles,  ranks,  and  grades. 

VADM--Vice  Admiral 

LTJG-- Lieutenant  (junior  grade) 

YNC--Chief  Yeoman 

XO- -Executive  Officer 

CINCPAC-- Commander -in- Chief,  Pacific 

(e)  Well  known  geographical  locations  and  standard  dictionary  abbreviations. 

LANT-  -Atlantic 
CALIF  -  -California 
ART --Article 
PAREN-  -Parenthesis 
GAL --Gallon 
JAN- -January 

(f)  Technical  abbreviations,  used  within  a  special  field.  The  following  for  example,  would 
be  permissible  in  the  promulgation  of  personnel  orders  which  will  not  be  seen  by  per- 
sons unfamiliar  with  the  terms. 

ACDU- -Active  duty 
HELREC- -Health  record 

PROIMREP- -Proceed  immediately  to  (ship  or  station)  and  upon  arrival  report  for  duty 
or  purpose  indicated. 

Similarly,   the   following  could  appear  in  flight  plan  instructions  or  weather  reports  where 
personnel  reading  them  worked  in  the  same  field  and  would  find  them  easily  recognizable. 

OBSC--Obscure 

CAVU- -Ceiling  and  visibility  unlimited 
DFSTN- -Direction  finding  station 
ABV- -Above 

»  C-7.      FORMATION  OF  SHORT  TITLES 

.1    The    short    title    or   compound  abbreviation  is   normally   formed  by  combining  the  appro- 
priate abbreviations  of  several  words  of  a  proper  title  into  one  word  or  symbol. 

.2    Rules  for  the  formation  of  short  titles  are: 

(a)  A  full  word  will  be  used  if  a  satisfactory  abbreviation  does  not  exist. 

(b)  An  abbreviation  for  every  word  in  the  proper  title  need  not  be  included  in  the  short 
title. 

(c)  The  abbreviations  for  force  (FOR),  fleet  (FLT  or  FLE),  and  United  States  (US) 
normally  will  be  omitted  when  superfluous  in  compound  abbreviations,  e.g.,  Com- 
mander  Service  Force  United  States  Pacific  Fleet--COMSERVPAC. 

(d)  The  abbreviation  for  command  (COM)  normally  will  be  omitted  when  such  omission 
will  not  lead  to  confusion  between  a  command  title  and  a  collective  title.  For  example, 
a  command  such  as  the  Naval  Communication  Station  at  Washington,  D.  C. ,  being  a 
single  unit  in  itself  and  not  comprising  a  group  of  individual  subordinate  commands 
has  no  collective  connotation  —  therefore  the  abbreviation  NAVCOMMSTA  WASHDC  is 
sufficient  to  denote  the  commander  of  that  activity.  In  the  case  of  Commander  of  the 
Sixth  Fleet,  the  abbreviation  must  read  COMSIXTHFLT  to  distinguish  from  the  collec- 
tive title  SIXTHFLT. 
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(e)  When  double  letters  occur  in  the  formation  of  a  compound  abbreviation,  one  letter  is 
normally  dropped. 

(f)  The  word  "fleet"  is  abbreviated  as  either  FLT  or  FLE,  depending  on  its  position  in 
the  short  title,  to  make  the  title  pronounceable. 

(g)  Prior  to  combining  two  or  more  abbreviations  into  a  short  title,  the  originator  should 
determine  whether  or  not  a  separate  abbreviation  has  already  been  formulated  for 
the  proper  title  in  question.  This  information  can  be  found  in  the  Catalog  of  Naval 
Shore  Activities  (OPNAV  P213-105)  and  the  Standard  Navy  Distribution  List  (OPNAV 
P213-107). 

.3    Some  examples  of  short  titles  are: 

SECNAV- -Secretary  of  the  Navy 

ACTSECDEF- -Acting  Secretary  of  Defense 

COMWESTSEAFRON- -Commander  Western  Sea  Frontier 

CGARMY  THREE --Commanding  General  Third  Army 

COMINRON- -Commander  Mine  Squadron 

COMSERV  LANT  -  -  Commander  Service  Force  United  States  Atlantic  Fleet 

FLE TRACEN- -Fleet  Training  Center 

SACEUR- -Supreme  Allied  Commander  Europe 

COMSTS- -Commander  Military  Sea  Transport  Service  " 


£ 
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USE  OF  ABBREVIATIONS 


1.  The   foregoing  policy   does   not  preclude  the  use  of  abbreviations  in  messages  but  prescribes 
judicious  and  discriminate  employment  of  them. 

2.  The    List  of  Marine   Corps   Activities,   NAVMC   1090-ADM  (Rev.)  may  be  used  as  a  guide  for 
message  address  abbreviations. 

3.  The    following    lists    of    abbreviations    may    be    used  as  a  guide  in  conforming  with  the  Navy 
policy: 


a.    Commonly  used  words  and  combinations  thereof. 

ABBREVIATION 
ABSENCE -ABSENT 
ABOUT 

ACCEPT    -ED- 
ACCESSORY 
ACCIDENT 

ACCIDENTAL  INJURIES 
ACCOMPLISH 
ACCOUNT    -ING-    -S- 
ACCOUNTS  CLOSED 
ACCRUED  LEAVE 
ACKNOWLEDGE    -D-    -MENT- 
ACQUITTAL-ACQUITTED 
ACT    -ING-    -IVE-    -ION- 
ACTIVATE    -D- 
ACTIVE  DUTY 

ACTIVE  DUTY  FOR  TRAINING 
ADDITION    -AL- 
ADDRESSEE 
ADJUTANT 
ADMINISTRATIVE 
ADOPTED  CHILD 
ADVANCE    -D- 
AGREEMENT 
AIR  BASE 
AIR  DELIVER 
AIR  FORCE 
AIR  OBSERVER 


ABBREV 

ABS 

ABT 

ACC 

ACCY 

ACDT 

ACCI 

ACCOMP 

ACCT 

A/C 

ACLV 

ACK 

ACQ 

ACT 

ACTD 

ACDU 

ACDUTRA 

ADD 

ADEE 

ADJ 

ADMIN 

AC 

ADV 

AGR 

AB 

AIRDEL 

AF 

AOBSR 
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AIRBORNE 

AIRBORNE  EARLY  WARNING 

AIRCRAFT 

AIRCRAFT  ENGINEERING  SQUADRON 

AIRCRAFT  FLEET  MARINE  FORCE  ATLANTIC 

AIRCRAFT  FLEET  MARINE  FORCE  PACIFIC 

ALLOTMENT 

ALLOWANCE 

AMMUNITION 

AMMUNITION  SUPPLY  POINT 

AMOUNT 

AMPHIBIAN  TRACTOR 

AMPHIBIOUS 

AMPHIBIOUS  CORPS 

AMPHIBIOUS  OPERATION-S- 

AMPHIBIOUS  TRUCK 

AMPHIBIOUS  WARFARE  SCHOOL 

ANSWER 

ANTI-TANK 

ANTI-PERSONNEL 

ANTIAIRCRAFT  ARTILLERY 

APPLICATION  APPLICABLE  APPLICANT 

APPOINT    -ED-    -MENT- 

APPREHEND  -ED- 
APPROPRIATE 

APPROPRIATION 

APPROVE 

APPROXIMATE    -LY- 

ARMED  FORCES  QUALIFICATION  TEST 

ARMOR-PIERCING 

ARMY  OF  THE  U.  S. 

ARMY  POST  OFFICE 

ARRIVAL-ARRIVE  -D  - 

ARRIVED  CONTINENTAL  LIMITS  U.  S. 
ARTICLE 
ARTILLERY 
ASSAULT 

ASSIGN    -ED-    -MENT- 
ASSIST 

ASSOCIATE    -ED- 
ATHLETICS 
ATLANTIC 
ARMAMENT 
ATOMIC  WARFARE 
ATTACH    -ED- 
ATTACK    -ED- 
ATTENTION 
AUDIT-AUDITOR 
AUDITING  PERSONNEL  ROSTER 
AUTHORITY  -AUTHORIZED 
AUTOMATIC 

AUTOMATIC  RIFLE  EXPERT 
AUTOMATIC  RIFLE  MARKSMAN 
AUTOMATIC  RIFLE  SHARPSHOOTER 
AUTOMATIC  RIFLE  UNQUALIFIED 
AVERAGE 
AVIATION 

AVAILABLE    -ILITY- 
AVIATION  CADET 

AVIATION  OFFICER  CANDIDATE  COURSE 
AWAIT 
AWAITING 

AWAITING  ACTION  HIGHER  AUTHORITY 
AWAITING  OFFICE  HOURS 
AWAITING  RESULT  OF  TRIAL 


ABN 

AEW 

ACFT 

AES 

AIRFMFLANT 

AIRFMFPAC 

ALOT 

ALW 

AMMO 

ASP 

AMT 

AMTRAC 

PHIB 

PHIBCORPS 

PHIBOP 

AMTRK 

PHIBWARSCOL 

ANS 

AT 

APERS 

AAA 

APPL 

APPT 

APRND 

APROP 

APPN 

APPR 

APRX 

AFQT 

AP 

AUS 

APO 

ARR 

ARRUS 

ART 

ARTY 

ASLT 

ASG 

ASST 

ASSOC 

ATH 

LANT 

ARMT 

ATW 

ATT 

ATK 

ATTN 

AUD 

APR 

AUTH 

AUTO 

ARE 

ARMM 

ARSS 

ARUQ 

AVG 

AVN 

AVAL 

NAVCAD 

AOCC 

AWT 

AWTG 

AAHA 

AOH 

ARTL 
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AWAITING  TRIAL 
AWARD    -ED- 

BACHELOR  OFFICERS  QUARTERS 

BAD  CONDUCT  DISCHARGE 

BAGGAGE 

BALANCE 

BARRACKS 

BASIC  ALLOWANCE  FOR  QUARTERS 

BASIC  SCHOOL    -MCS- 

BATTALION 

BATTALION  LANDING  TEAM 

BATTERY 

BATTLE  CASUALTY 

BELEAGUERED 

BENEFICIARY 

BESIEGED 

BILL  OF  LADING 

BOARD  OF  SURVEY 

BOARD    -S- 

BODY  NOT  RECOVERED 

BOUNDARY 

BRANCH 

BREAD    -    WATER 

BRIGADE 

BRIGADIER  GENERAL 

BROWNING  AUTOMATIC  RIFLE 

BROWNING  MACHINE  GUN 

BUILDING 

BULLETIN 

BUREAU 

BUREAU  OF  AERONAUTICS 

BUREAU  OF  MEDICINE  AND  SURGERY 

BUREAU  OF  NAVAL  PERSONNEL 

BUREAU  OF  ORDNANCE 

BUREAU  OF  SHIPS 

BUREAU  OF  SUPPLIES  AND  ACCOUNTS 

BUREAU  OF  YARDS  AND  DOCKS 

CALIBER 
CAMOUFLAGE 

CAMP  J.  H.  PENDLETON  OCEANSIDE  CALIF 
CAMP  LEJEUNE  N  C 
CANCELLED 
CAPACITY 
CAPTAIN 
CAPTURED 
CARRIER 

CASUAL -CASUALTY 
CATEGORY 
CEMETERY 

CENTRAL  INTELLIGENCE  AGENCY 
CERTIFICATE  -CERTIFIED 
CHANGE 
CHAPTER 

CHARGE    -D-    -ABLE- 
CHECK    -ED-    -AGE- 
CHEMICAL 
CHERRY  POINT  NC 
CHIEF  OF  NAVAL  OPERATIONS 
CHIEF  OF  STAFF 
CIVIL  AUTHORITIES -AUTHORITY 
CIVIL-CIVILIAN 
CLASS 
CLASSIFICATION-CLASSIFY 


ATL 
AWD 

BOQ 

BCD 

BAG 

BAL 

BKS 

BAQ 

TBS 

BN 

BLT 

BTRY 

BC 

BLG 

BENEF 

BES 

B/L 

BDSUR 

BD 

BNR 

BDRY 

BR 

B&W 

BRIG 

BGEN 

BAR 

BMG 

BLDG 

BUL 

BU 

BUAER 

BUMED 

BUPERS 

BUORD 

BUSHIPS 

BUSANDA 

BUDOCKS 

CAL 

CAM 

CAMPEN 

CAMLEJ 

CANC 

CAP 

CAPT 

CPTR 

CARR 

CAS 

CAT 

CEM 

CIA 

CERT 

CH 

CHAP 

CHG 

CK 

CML 

CHERPT 

CNO 

COFS 

CA 

CIV 

CL 

CLAS 
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CLERK 

CLOTHING 

COLLECTING -COLLECT 

COLON 

COLONEL 

COMBAT 

COMMA 

COMMAND 

COMMAND  POST 

COMMAND  POST  EXERCISE 

COMMANDANT 

COMMANDANT  OF  THE  MARINE  CORPS 

COMMANDER 

COMMANDER  (Naval  Rank) 

COMMANDER  IN  CHIEF 

COMMANDER  MARINE  AIR  RESERVE  TRAINING 

COMMANDING 

COMMANDING  GENERAL 

COMMANDING  OFFICER 

COMMANDING  OFFICER  NON-JUDICIAL  PUNISHMENT 

COMMERCIAL  AIR 

COMMISSIONED    -ED- 

COMMISSIONED  WARRANT  OFFICER 

COMMUNICATION 

COMMUNICATION  OFFICER 

COMMUTED  RATIONS 

COMPANY 

COMPLETE 

COMPONENT 

CONFIDENTIAL 

CONFINE    -D- 

CONFIRM 

CONNECTION-IN  CONNECTION  WITH 

CONSCIENTIOUS  OBJECTOR 

CONSTRUCTION   -IVE- 

CONTINENTAL  LIMITS  UNITED  STATES 

CONTINENTAL  UNITED  STATES 

CONTINUED 

CONVENIENCE  OF  THE  GOVERNMENT 

CONVENING  AUTHORITY 

CONVICT    -ED-  CONVICTION 

CORPORAL 

COURSE 

COURT-MARTIAL 

CRITICAL 

CREDIT 

CURRENT 


CLK 

CLO 

COLL 

CLN 

COL 

CBT 

CMM 

COMD 

CP 

CPX 

COMDT 

CMC. 

COMDR 

CDR 

CINC 

COMART 

COMDG 

CG 

CO 

COP 

MERAIR 

COM 

CWO 

COMM 

COMMO 

COMRATS 

CO 

COMPL 

COMP 

CONF 

CNF 

CFM 

CONN 

CONOBJTR 

CONST 

CONLUS 

CONUS 

CONTD 

COFG 

CA 

CONV 

CPL 

CRS 

CM 

CRI 

CR 

CURR 


DATA  PROCESSING  INSTALLATION 

DATE  OF  BIRTH 

DATED 

DEATHS  FROM  ACCIDENTAL  INJURIES 

DEATHS  FROM  DISEASE 

DEATHS  FROM  OTHER  CAUSES 

DECONTAMINATION 

DEFENSE 

DEFENSE  COUNSEL 

DELAY  TO  COUNT  AS  LEAVE 

DEMOLITION 

DEPARTED  UNITED  STATES 

DEPARTMENT  -DEPART 

DEPARTMENT  OF  THE  PACIFIC 

DEPENDENTS 

DEPOT 

DESERT  -ED-  -ER-  -ION- 


DPI 

DOB 

DTD 

DAI 

DOD 

DOC 

DECON 

DEF 

DC 

DEL 

DML 

DEPUS 

DEPT 

MARPAC 

DEPN 

DEP 

DES 
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DESIGNATE    -D-   DESIGNATION 
DETACH    -ED-   DETACHMENT 
DETACHED  DUTY 
DETAIL    -ED- 
DIAGNOSIS  UNDETERMINED 
DIED  OF  WOUNDS 
DIFFERENCE 
DIRECTOR 

DIRECTOR  OF  AVIATION 
DIRECTOR  OF  INFORMATION 
DIRECTOR  OF  PERSONNEL 
DIRECTOR  OF  RESERVE 
DISABILITY 
DISAPPROVE 
DISBURSING 
DISBURSING  OFFICER 
DISCHARGE    -D- 
DISCIPLINARY  BARRACKS 
DISCIPLINE    -ARY- 
DISCONTINUE    -D- 
DISEMBARK    -ED- 
DISHONORABLE  DISCHARGE 
DISLOCATION  ALLOWANCE 
DISPENSARY 
DISSEMINATE 
DISTRIBUTION 
DISTRICT 

DISTRICT  MARINE  OFFICER 
DIVISION 
DOCUMENT 
DRILL  INSTRUCTOR 
DUPLICATE 
DURING 
DUTY  UNDER  INSTRUCTION 


DESIG 

DET 

DETDU 

DTL 

DU 

DOW 

DIF 

DIR 

DIRAVN 

DIRINFO 

DIRPERS 

DIRRES 

DSABL 

DISAP 

DISB 

DO 

DIS 

DISBKS 

DISCP 

DIS  CON 

DISEMB 

DD 

DLA 

DISP 

DISEM 

DISTR 

DIST 

DMARO 

DIV 

DOCU 

DI 

DUPE 

DUR 

DUINS 


ECHELON 

EDUCATIONAL  EQUIVALENCY  TEST 
EFFECT    -ED-   EFFECTIVE 
EFFECTIVE  DATE 

ELECTRIC    -AL-    -ITY  -   ELECTRONIC 
EMBARK   -ED-    -ATION- 
EMERGENCY 
ENCLOSURE 
ENGINEER 

ENLIST    -ED-    -MENT- 
ENLISTED  VOLUNTEER  RESERVE 
ENLISTMENT  EXTENDED 
ENROUTE 
EQUIPMENT 
EQUIPPED 

EQUIVALENT  INSTRUCTION  OR  DUTY 
ESTABLISH 
ESTIMATE    -D- 

ESTIMATED  DATE  OF  ARRIVAL 
ESTIMATED  TIME  OF  ARRIVAL 
ESTIMATED  TIME  OF  DEPARTURE 
ESTIMATED  TIME  OF  RETURN 
EVACUATED    -ION- 
EXAMINATION    -ED- 
EXCELLENT 
EXCHANGE 
EXCLUSIVE 

EXECUTIVE  OFFICE  OF  THE  SECRETARY    -OF  THE  NAVY- 
EXECUTIVE  OFFICER 
EXPEND    -ABLE-    -ED-    -ITURE-   EXPENSE 


ECH 

EET 

EFF 

ED 

ELEC 

EMB 

EMERG 

ENCL 

ENGR 

ENL 

ENLVOLRES 

ENLEXT 

ENR 

EQUIP 

EQPD 

EIOD 

ESTAB 

EST 

EDA 

ETA 

ETD 

ETR 

EVAC 

EXAM 

EXC 

EXCH 

EXCL 

EXOS 

EXECO 

EXP 


( 


6-10 


• 


EXPIRATION  OF  ACTIVE  SERVICE 

EXPIRATION  OF  ENLISTMENT 

EXPIRATION  OF  EXTENDED  ENLISTMENT 

EXPIRATION  OF  INDUCTION 

EXPIRATION  OF  OBLIGATED  SERVICE 

EXPLOSIVE 

EXTENDED  ACTIVE  DUTY 

EXTENSION  -ED- 

EXTENSION  OF  ENLISTMENT 


EAS 

EOFE 

EOFEE 

EOFI 

EOS 

EXPL 

EAD 

EXT 

EXTENL 


FAMILY 

FAMILY  ALLOWANCE 

FIELD 

FIELD  ARTILLERY  SCHOOL 

FIELD  BULLETIN 

FIELD  MANUAL    -   FREQUENCY  MODULATION 

FIELD  MUSIC  SCHOOL 

FILM  STRIP 

FINAL  SETTLEMENT 

FIRST  AVAILABLE  AIR  TRANSPORTATION 

FIRST  AVAILABLE  GOVERNMENT  AIR  TRANSPORTATION 

FIRST  AVAILABLE  GOVERNMENT  TRANSPORTATION 

FIRST  LIEUTENANT 

FIRST  SERGEANT 

FISCAL  YEAR 

FLEET  MARINE  CORPS  RESERVE 

FLEET  MARINE  FORCE  ATLANTIC 

FLEET  MARINE  FORCE  PACIFIC 

FLEET  MARINE  FORCES 

FLEET  POST  OFFICE 

FLIGHT 

FLIGHT  ORDERS 

FLIGHT  PAY 

FOLLOWING 

FOR  FURTHER  ASSIGNMENT 

FOR  FURTHER  TRANSFER 

FORWARD 

FORWARD  ECHELON 

FORWARD  OBSERVER    -S- 

FRAGMENTATION  WOUND 

FRAUDULENT  ENLISTMENT 

FROM 

FURNISH    -ED- 


FAM 

FA 

FLD 

FAS 

FB 

FM 

FMS 

FLMSTP 

FS 

FAIRTRANS 

FAGAIRTRANS 

FAG TRANS 

1STLT 

1STSGT 

FY 

FMCR 

FMFLANT 

FMFPAC 

FMF 

FPO 

FLT 

FLTO 

FLTPAY 

FOL 

FFA 

FFT 

FWD 

FWDECH 

FO 

FRAGWD 

FRDENL 

FR 

FURN 


GENERAL 

GENERAL  CLASSIFICATION  TEST 

GENERAL  COURT-MARTIAL 

GENERAL  COURT-MARTIAL  PRISONER 

GENERAL  COURT-MARTIAL  ORDER 

GENERAL  EDUCATIONAL  DEVELOPMENT  TEST 

GENERAL  MILITARY  SUBJECTS  TEST 

GOVERNMENT 

GRADUATE 

GRAVES  REGISTRATION 

GROUND 

GROUND  CONTROL  APPROACH 

GROUND  CONTROL  INTERCEPT  SQUADRON 

GROUP 

GUARD 

GUIDED  MISSILE 

GUNSHOT  WOUND 

HEADQUARTERS 

HEADQUARTERS  AND  SERVICE 

HEADQUARTERS  AND  HEADQUARTERS  SQUADRON 


GEN 

GCT 

GCM 

GCMP 

GCMO 

GEDT 

GMST 

GOVT 

GRAD 

GRREG 

GND 

GCA 

GCIS 

GRU 

GD 

GM 

GSW 

HQ 

H&S 

H&HSQDN 
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HEADQUARTERS  DEPARTMENT  OF  THE  PACIFIC 

HEADQUARTERS  MARINE  CORPS 

HEAVY 

HEAVY  ARTILLERY 

HELICOPTER 

HIGH  EXPLOSIVE 

HIGH  SCHOOL 

HOME  ADDRESS 

HOME  OF  RECORD 

HONORABLE 

HONORABLE  DISCHARGE 

HONORABLY  RETIRED 

HOSPITAL 

HOSPITAL  APPRENTICE    -E-2- 

HOSPITAL  MAN  CHIEF    -E-7- 

HOSPITAL  MAN  FIRST    -E-6- 

HOSPITAL  MAN  SECOND    -E-5- 

HOSPITAL  MAN  THIRD    -E-4- 

HOSPITAL  RECRUIT  -E-l- 

HOSPITALMAN    -E-3- 

HOUSEHOLD  EFFECTS 

HOWITZER 


MARPAC 

HQMC 

HVY 

HVYARTY 

HCPTR 

HE 

HS 

HA 

HOR 

HON 

HONDIS 

HONRETD 

HOSP 

HA 

HMC 

HM1 

HM2 

HM3 

HR 

HN 

HHE 

HOW 


I 


IDENTIFICATION 

IMMEDIATE  SUPERIOR  IN  COMMAND 
IMMEDIATE    -LY- 
INACTIVE 

IN  HANDS  OF  CIVIL  AUTHORITIES 
INCAPACITATED 

INCLUDE    -INCLUDING-    -INCLUSIVE- 
INDEFINITE 
INDIVIDUAL 

INDIVIDUAL  RECORD  CARD 
INDUCTION 
INFANTRY 
INFLAMMABLE 
INFORMATION 

INFORMATION  SERVICE  OFFICER 
INITIAL  ENTRY    -  LEAVE - 

INJURIES  OR  ILLNESSES  FROM  OTHER  CAUSES 
INJURIES  OR  ILLNESSES  SELF-INFLICTED  (INTENTIONALLY) 
INSPECTOR  GENERAL  MARINE  CORPS 
INSPECTOR-INSTRUCTOR 
INSTRUCTION 
INSTRUCTOR 
INTELLIGENCE 
INTERMEDIATE  COMMAND 
INTERNED 
INTERPRETER 
INVOLUNTARY    -TARILY- 
INVOLVING 
ITINERANT  RECRUITING  DUTY 


ID 

ISINC 

IMMED 

J.NACT 

IHCA 

INCAP 

INCL 

INDEF 

INDIV 

IRC 

IND 

INF 

INFL 

INFO 

ISO 

IE 

IOC 

ISI 

INSGEN 

INSINSTR 

INSTN 

INSTR 

INTEL 

IC 

ITD 

INTPR 

IN  VOL 

INV 

IRD 


JOINED 

JOINED  ASSIGNED 

JOINED  BY  ENLISTMENT 

JOINED  BY  INDUCTION 

JOINED  BY  REENLISTMENT 

JOINED  FROM 

JOINT  CHIEFS  OF  STAFF 

JOINT  TRAVEL  REGULATIONS 

JUDGE  ADVOCATE  GENERAL 

JUDGE  ADVOCATE 

JUNIOR 

JURISDICTION 


JD 

JDASG 

JDENL 

JDIND 

JDREENL 

JDFR 

JCS 

JTR 

JAG 

JA 

JR 

JURIS 
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t 


KILLED  IN  ACTION 
KOREAN  VETERAN 

LANDING  SIGNAL  OFFICER 

LANGUAGE 

LANGUAGE  PROFICIENCY  TEST 

LEADER 

LEAVE 

LEGITIMATE  CHILD 

LETTER 

LIAISON 

LIEUTENANT 

LIEUTENANT  COLONEL 

LIEUTENANT  GENERAL 

LIGHT  ANTIAIRCRAFT 

LIGHT  ARTILLERY 

LIMITED 

LIMITED  DUTY  OFFICER 

LOGISTIC 

LOSE  PAY -LOSS  OF  PAY 

MACHINE  GUN 

MAINTENANCE 

MAJOR 

MAJOR  GENERAL 

MANEUVERS 

MANUAL  FOR  COURTS -MARTIAL,  1951 

MARINE 

MARINE  AIR  BASE  SQUADRON 

MARINE  AIR  CONTROL  GROUP 

MARINE  AIR  CONTROL  SQUADRON 

MARINE  AIRCRAFT  REPAIR  SQUADRON 

MARINE  AIR  RESERVE  TRAINING  DETACHMENT 

MARINE  AIR  RESERVE  TRAINING  COMMAND 

MARINE  AIR  SUPPORT  SQUADRON 

MARINE  AIRCRAFT  GROUP 

MARINE  AIRCRAFT  WING 

MARINE  AIRCRAFT  MAINTENANCE  SQDN 

MARINE  ALL  WEATHER  FIGHTER  TRAINING  SQUADRON 

MARINE  ATTACK  SQUADRON 

MARINE  AVIATION  DETACHMENT 

MARINE  BARRACKS 

MARINE  BRIGADE 

MARINE  COMPOSITE  SQUADRON 

MARINE  CORPS 

MARINE  CORPS  AIR  BASE    -S- 

MARINE  CORPS  AIR  FACILITY 

MARINE  CORPS  AIR  STATION 

MARINE  CORPS  AUXILIARY  AIR  FACILITY 

MARINE  CORPS  AUXILIARY  AIR  STATION 

MARINE  CORPS  BASE 

MARINE  CORPS  BULLETIN 

CORPS  DISBURSING  OFFICE 

CORPS  EQUIPMENT  BOARD 

CORPS  EXCHANGE 


MARINE 
MARINE 
MARINE 
MARINE 


CORPS  EXCHANGE  MANUAL 
MARINE  CORPS  INSTITUTE 
MARINE  CORPS  MANUAL 
MARINE  CORPS  ORDER 
MARINE  CORPS  POSTAL  CLERK 
MARINE  CORPS  RECRUIT  DEPOT 
MARINE  CORPS  RESERVE 

MARINE  CORPS  RESERVE  AND  RECRUITMENT  DISTRICT 
MARINE  CORPS  RESERVE  DISTRICT 
MARINE  CORPS  RESERVE  TRAINING  CENTER 


KIA 
KVET 

LSO 

LANG 

LPT 

LDR 

LV 

LC 

LTR 

LN 

LT 

LTCOL 

LTGEN 

LAA 

LARTY 

LTD 

LDO 

LOG 

LP 

MG 

MAINT 

MAJ 

MAJGEN 

MANE 

MCM1951 

MAR 

MABS 

MACG 

MACS 

MARS 

MARTD 

MARTC 

MASS 

MAG 

MAW 

MAM  RON 

VMFT-(N) 

VMA 

MAD 

MB 

MARBRIG 

VMC 

USMC 

MCAB 

MCAF 

MCAS 

MCAAF 

MCAAS 

MCB 

MCBUL 

MCDISBOFF 

MCEB 

MCX 

MCXM 

MCI 

MARCORMAN 

MCO 

PC 

MCRDEP 

MCR 

MCRRD 

MCRD 

MCRTC 
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MARINE  CORPS  SCHOOLS 

MARINE  CORPS  SPECIAL  ORDERS 

MARINE  CORPS  SUPPLY  ACTIVITY 

MARINE  CORPS  TECHNICAL  BULLETIN 

MARINE  DETACHMENT 

MARINE  DIVISION 

MARINE  FIGHTER  TRAINING  SQUADRON 

MARINE  FIGHTER  SQUADRON 

MARINE  GARRISON  FORCE    -S- 

MARINE  GROUND  CONTROL  INTERCEPT  SQUADRON 

MARINE  HELICOPTER  TRANSPORT  GROUP 

MARINE  HELICOPTER  TRANSPORT  SQUADRON 

MARINE  INSTRUMENT  TRAINING  SQUADRON 

MARINE  OBSERVATION  SQUADRON 

MARINE  PHOTOGRAPHIC  SQUADRON 

MARINE  SIGNAL  DETACHMENT 

MARINE  TRAINING  AND  REPLACEMENT  COMMAND 

MARINE  TRANSPORT  SQUADRON 

MARINE  WING  SERVICE  GROUP 

MARK 

MARKSMANSHIP 

MASTER  SERGEANT 

MATERIAL 

MATERIAL  ALLOWANCE  LIST 

ME  CHANIC  -ME  CHANICAL 

MECHANICAL  APTITUDE  TEST 

MEDICAL 

MEDICAL  OFFICER 

MEDICAL  SURVEY 

MEMBER 

MEMBER  OF  A  COMBAT  UNIT  ENTITLED  TO  COMBAT  PAY 

MEMORANDUM 

MESSAGE 

MESSAGE  CENTER 

MESSENGER 

MESSMAN  -MESSMEN 

MILITARY 

MILITARY  AIR  TRANSPORT  SERVICE 

MILITARY  OCCUPATIONAL  SPECIALTY 

MILITARY  POLICE 

MILITARY  SEA  TRANSPORTATION  SERVICE 

MISCELLANEOUS 

MISCONDUCT 

MISSING 

MISSING  IN  ACTION 

MISSING  MOVEMENT 

MITIGATE    -D- 

MOBILIZE    -ATION- 

MODIFY 

MONETARY  ALLOWANCE  IN  LIEU  OF  QUARTERS 

MONTHLY  PERSONNEL  ROSTER 

MORTAR 

MOTOR  TRANSPORT    -ATION- 

MUSTERING  OUT  PAY 


MCS 

MCSO 

MARCORSUP  AC  T  Y 

MCTB 

MD 

MARDIV 

VMFT 

VMF 

MGF 

MGCIS 

MAG-HR 

HMR 

VMIT- 

VMO 

VMJ 

MSD 

MT&RC 

VMR 

MWSG 

MK 

MKSHIP 

MSGT 

MAT 

MAL 

MECH 

MAT 

MED 

MO 

MS 

MBR 

MBRCU 

MEMO 

MSG 

MSGCEN 

MSGR 

MSM 

MIL 

MATS 

MOS 

MP 

MSTS 

MISC 

MISCON 

MIS 

MIA 

MISMOV 

MIT 

MOB 

MOD 

MAQ 

MPR 

MORT 

MT 

MOP 


( 


NATIONAL  SERVICE  LIFE  INSURANCE 

NAVAL  ACTIVITIES 

NAVAL  AIR  FACILITY    -   NAVAL  AIRCRAFT  FACTORY 

NAVAL  AIR  MISSILE  TEST  CENTER 

NAVAL  AIR  RESERVE  TRAINING  UNIT 

NAVAL  AIR  STATION 

NAVAL  AIR  TECHNICAL  TRAINING  CENTER 

NAVAL  AIR  TRAINING  BASE    -   NAVAL  AMPHIBIOUS  TRAINING 

NAVAL  AMMUNITION  DEPOT 

NAVAL  AVIATION  OBSERVER    -NAVIGATION - 

NAVAL  AVIATION  OBSERVER    -RADAR - 


NSLI 

NACT 

NAF 

NAMTC 

NARTU 

NAS 

NATTC 

NATB 

NAD 

NAO-(N) 

NAO-(R) 
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NAVAL  AVIATION  OBSERVER    -TACTICAL- 
NAVAL  AVIATION  ORDNANCE  TESTING  STATION 
NAVAL  AVIATION  PILOTS    -ENLISTED- 
NAVAL  AVIATION  CADET 
NAVAL  AVIATOR    -OFFICER- 
NAVAL  BASE 

NAVAL  CONSTRUCTION  BATTALION 
NAVAL  DISTRICT 

NAVAL  GUN  FACTORY    -   NAVAL  GUNFIRE 
NAVAL  GUNFIRE  LIAISON  OFFICER 
NAVAL  HOSPITAL 
NAVAL  MAGAZINE 
NAVAL -NAVY 
NAVAL  OPERATING  BASE 
NAVAL  ORDNANCE  PLANT 
NAVAL  ORDNANCE  TEST  STATION 
NAVAL  POWDER  FACTORY 
NAVAL  PROVING  GROUND 

NAVAL  RESERVE  OFFICERS  TRAINING  CORPS 
NAVAL  RETRAINING  COMMAND 
NAVAL  SHIPYARD 
NAVAL  STATION 
NAVAL  SUPPLY  DEPOT 
NAVAL  TRAINING  CENTER 
NAVAL  VESSEL 

NAVY  AND  MARINE  CORPS  RESERVE  TRAINING  CENTER 
NAVY  DEPARTMENT 

NAVY  DEPARTMENT  GENERAL  ORDER 
NAVY  REGULATIONS 
NEXT  INFERIOR  RANK 
NO  TIME  LOST 
NO  TRAVEL  INVOLVED 
NONBATTLE  CASUALTY 
NONCOMMISSIONED  OFFICER 
NOMINATE    -ION- 
NOT  GUILTY 

NOT  RECOMMENDED  FOR  REENLISTMENT 
NUMBER 


NAO-(T) 

NAOTS 

NAP 

NAVCAD 

NA 

NB 

NCB 

NAVDIS 

NGF 

NGFLO 

USNH 

NM 

NAV 

NOB 

NOP 

NOTS 

NPF 

NPG 

NROTC 

NRC 

NSYD 

NS 

NSD 

NTC 

USS 

NAVMCRTC 

ND 

NDGO 

NAVREGS 

NIR 

NTL 

NTI 

NBC 

NCO 

NOM 

NG 

NRR 

NR 


OBLIGATED    -OR-    -ION- 
OCCUPATIONAL  FIELD 
OFFICE    -R- 

OFFICE  OF  NAVAL  INTELLIGENCE 
OFFICER  CANDIDATE  CLASS 
OFFICER  IN  CHARGE 
OFFICER  OF  THE  DAY 
OFFICER  QUALIFICATION  RECORD 
OPERATION    -S- 
OPERATIONS  ORDER 
OPERATIONS  PLAN 
ORDER 
ORDNANCE 
ORGANIZATION 

ORGANIZED  MARINE  CORPS  RESERVE 
ORGANIZED  MARINE  CORPS  RESERVE    -AVIATION- 
ORIGINAL 

OVERHAUL  AND  REPAIR  SQUADRON 
OVERSEAS 


OBL 

OF 

OFF 

ONI 

OCC 

OINC 

OD 

OQR 

OP 

OPORD 

OP  LAN 

O 

ORD 

ORG 

USMCR    -(O)- 

USMCR-(AO) 

ORIG 

ORSQDN 

O/S 


PACIFIC 

PARACHUTE -PARACHUTIST 

PARAGRAPH 

PARENTHESIS 

PATIENT 

PAY  ENTRY  BASE  DATE 


PAC 

PRCHT 

PAR 

PAREN 

PNT 

PEBD 
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PEP  FORM    -ED- 

PERMANENT 

PERMANENT  CHANGE  OF  STATION 

PERSONNEL 

PERSONNEL  ACCOUNTING  SYSTEM 

PERSONNEL  ACCOUNTING  TECHNICAL  MANUAL 

PERSONNEL  CLASSIFICATION 

PERSONNEL  DEPARTMENT 

PERSONNEL  RECORDS  AND  ACCOUNTING  MANUAL 

PERSONNEL  REQUIREMENTS  CRITERIA  MANUAL 

PHOTOGRAPH    -OR-    -IC- 

PHYSICAL 

PISTOL-REVOLVER  EXPERT 

PISTOL-REVOLVER  MARKSMAN 

PISTOL-REVOLVER  SHARPSHOOTER 

PISTOL-REVOLVER  UNQUALIFIED 

PLATOON 

PLATOON  LEADER 

PLATOON  LEADERS  CLASS 

PORT  OF  EMBARKATION 

POST  OFFICE 

POST  SUPPLY  OFFICER 

PRACTICE 

PREVIOUS 

PRIMARY 

PRISONER  AT  LARGE 

PRISONER  OF  WAR 

PRIVATE 

PRIVATE  FIRST  CLASS 

PROBATION   -ARY- 

PROGRAM 

PROMOTE    -D-   PROMOTION 

PROPERTY 

PROVISIONAL 

PROVOST  MARSHAL 

PUBLIC  PROPERTY 

PURIFICATION 

PURSUANT 

PURSUANT  TO  SENTENCE    -OF  COURT- 


PERF 

PERM 

PCS 

PERS 

PAS 

PATM 

PERSCLFN 

PD 

PRAM 

PRCM 

PHOTO 

PHYS 

PE 

PMM 

PSS 

PUQ 

PLAT 

PLLDR 

PLC 

POE 

PO 

PSO 

PRAC 

PREV 

PRI 

PAL 

POW 

PVT 

PFC 

PROB 

PROG 

PRO 

PROP 

PROV 

PM 

PP 

PURIF 

PUR 

PURSENT 


\ 


( 


QUALIFICATION    -QUALIFIED-    -QUALIFY - 

QUARTER   -S- 

QUARTERMASTER 

QUARTERMASTER  GENERAL  OF  THE  MARINE  CORPS 


QUAL 
QTR 
QM 
QMGMC 


RADAR 

RADIO 

RADIO  AND  PANEL  SECTION 

RADIO  INTELLIGENCE  PLATOON 

RADIO  OPERATOR 

RAILROAD    -   RIFLE  RANGE 

RANK 

RATION 

REAR  ECHELON 

RECEIVED 

RECEIVING  STATION 

RECLAMATION 

RECOMMEND    -ATION-    -ED- 

RECOMMENDED  FOR  REENLISTMENT 

RE  CONNAISSANCE 

RECORD 

RECRUIT  DEPOT 

RECRUITING 

RECRUITING  OFFICER 

RECRUITING  STATION    -SUBSTATION- 


RDR 

RAD 

R&PSEC 

RADINTELPLAT 

RADOPR 

RR 

RK 

RAT 

REARECH 

RE  CD 

RECSTA 

RECL 

RE  COM 

RR 

RE  CON 

REC 

MCRDEP 

RCTG 

RO 

USMC-RS-RSS 


c 
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REDISTRIBUTION 
REDUCE    -D- 
REENLIST    -ED-    -MENT- 
REFER    -ENCE- 
REGIMENT 
REGULAR 
REGULATIONS 
REHABILITATION 
REINFORCED 

RELIEVE    -D-    RELIEF    -    RELEASE 
REMIT    -TED- 
REPAIR 

REPLACE    -MENT- 
REPORT    -ED- 
REPORTING  UNIT 
REQUALIFIED    -REQUALIFY 
REQUEST 
REQUISITION 
RESERVE 

RESERVE  AND  RECRUITMENT  DISTRICT 
RESIGNED 
RESPONSIBLE 
RETAINED  IN  THE  SERVICE 
RETIRED    -MENT- 
RETRO  ACTIVE 
RETURN 

RETURNED  TO  MILITARY  CONTROL 
RIFLE    -   WEAPON 
RIFLE  AND  PISTOL  TEAM 
RIFLE  EXPERT 
RIFLE  MARKSMAN 
RIFLE  SHARPSHOOTER 
RIFLE  UNQUALIFIED 
RIGHT 
ROCKET 

ROCKET  LAUNCHER 
REPRODUCTION 


REDISTR 

RED 

REENL 

REF 

REGT 

REG 

REGS 

REHAB 

REIN 

REL 

REM 

REP 

REPL 

RPT 

RU 

REQUAL 

REQ 

RQN 

RES 

MCRRD 

RESGD 

RESP 

RETSERV 

RETD 

RETRO 

RET 

RMC 

RFL 

R&PT 

RE 

RMM 

RSS 

RUQ 

RT 

RKT 

RL 

REPRO 


SALVAGE 
SAN  DIEGO  AREA 
SATISFACTORY 
SCHEDULE 
SCHOOL 
SEA  SCHOOL 
SEA -FOREIGN  DUTY 
SEAMAN  APPRENTICE  -E-2- 
SEAMAN    -E-3- 
SEAMAN  RECRUIT    -E-l- 
SECOND  LIEUTENANT 
SECRETARY  OF  THE  NAVY 
SECTION 

SELECTIVE  SERVICE 
SENIOR  OFFICER  PRESENT 
SENTENCE 

SENTENCED  TO  BE  CONFINED 
SENTENCED  TO  LOSE  PAY 
SEPARATE    -ION- 
SERGEANT 
SERGEANT  MAJOR 
SERIAL 
SERIOUS 

SERVE -SERVING-SERVICE 
SERVICE 
SERVICE  NO 
SERVICE  RECORD  BOOK 


SALV 

SDA 

SAT 

SKED 

SCOL 

SEASCOL 

S&FD 

SA 

SN 

SR 

2NDLT 

SECNAV 

SEC 

SS 

SOPRES 

SENT 

SENTCONF 

SENTLP 

SEP 

SGT 

SGTMAJ 

SER 

SRS 

SERV 

SERV 

SN 

SRB 
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SERVICE  RECORDS 
SETTLEMENT -SETTLED 
SHIPPING 

SHORE  FIRE  CONTROL  PARTY 
SHORE  PATROL    -   SHORE  PART-* 
SICK  MISCONDUCT 
SICK-SICK  IN 
SIGNAL 

SIGNAL  OPERATION  INSTRUCTION! 
SIGNED 

SMALL  ARMS  TARGET  PRACTICE 
SPECIAL  COURT  MARTIAL 
SPECIAL  DUTY 

SPECIAL  MONEY  REQUISITION 
SPECIAL  ORDER    -S- 
SPECIAL -SPECIALIST 
SPECIFY  -SPECIFICATION 
SPEEDLETTER 
SQUAD 
SQUADRON 
STAFF  SERGEANT 
STANDARD  NOMENCLATURE  LIST 
STANDING  OPERATING  PROCEDURE 
STATION 

STATION  MAINTENANCE  SQUADRON 

STATION  OPERATION  AND  ENGINEERING  SQUADRON 
STEPCHILD 
STRAGGLER 
STREET 
STRENGTH 
STUDENT 
SUBJECT 

SUBMACHINE  GUN 
SUBMACHINE  GUN  EXPERT 
SUBMACHINE  GUN  SHARPSHOOTER 
SUBMACHINE  GUN  UNQUALIFIED 
SUBMIT    -TED- 
SUB  UNIT 

SUMMARY  COURT  MARTIAL 
SUPPLY 

SUPPLY  DEPARTMENT 
SUPPLY  DEPARTMENT  CIRCULAR 
SUPPLY  DUTY  ONLY 
SUPPORT 
SURRENDER 
SURVEY 
SWITCHBOARD 


SR 

SETT 

SHIP 

SFCP 

SP 

SKMC 

SK 

SIG 

SOI 

S/- 

SATP 

SPCM 

SPLDU 

SMR 

SO 

SPL 

SPEC 

SPDLTR 

SQD 

SQDN 

SSGT 

SNL 

SOP 

STA 

SMS 

SOES 

SC 

STRAG 

ST 

STR 

STUD 

SUBJ 

SMG 

SMGE 

SMGSS 

SMGUQ 

SUB 

SU 

SCM 

SUP 

SD 

SDC 

SDO 

SPT 

SURR 

SURV 

SWBD 


( 


<. 


TABLE  OF  ALLOWANCES 

TABLES  OF  EQUIPMENT 

TABLES  OF  ORGANIZATION 

TANK 

TECHNICAL  BULLETIN 

TECHNICAL  MANUAL 

TECHNICAL  SERGEANT 

TELEPHONE 

TELEVISION 

TEMPORARILY  ATTACHED 

TEMPORARY 

TEMPORARY  ADDITIONAL  DUTY 

TEMPORARY  DUTY 

TERMINATE    -D- 

THE  BASIC  SCHOOL 

TOP  SECRET 

TOTAL  DETENTION  OF  PAY 


T/A 

T/E 

T/O 

TK 

TB 

TM 

TSGT 

TP 

TV 

TEMPATT 

TEMP 

TAD 

TEMPD 

TERM 

TBS 

TOPSEC 

TDP 
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TOTAL  LOSS  OF  PAY 

TRACKED  VEHICLE  SCHOOL  BATTALION 

TRAINING 

TRAINING  CENTER 

TRAINING  DUTY 

TRAINING  FILM 

TRANSFER-TRANSFERRED 

TRANSPORT 

TRANSPORT  QUARTERMASTER 

TRAVEL 

TRIAL 

TROOP  TRAINING  UNIT 

TROOP  -S- 


TLP 

TVSBN 

TRNG 

TC 

TRDU 

TF 

TR 

TRANS 

TQM 

TRAV 

TL 

TTU 

TRS 


U  S  AIR  FORCE 
U  S  ARMY 
U  S  COAST  GUARD 
U  S  MARINE  CORPS 
U  S  MARINE  CORPS  RESERVE 

U  S  MARINE  CORPS  SELECTIVE  SERVICE  SELECTEE 
U  S  MARINE  CORPS  SELECTIVE  SERVICE  VOLUNTEER 
U  S  NAVAL  ACADEMY 
U  S  NAVAL  ATTACHE 
U  S  NAVAL  HOSPITAL 
U  S  NAVAL  MOBILE  HOSPITAL 
U  S  NAVAL  TELETYPEWRITER  EXCHANGE 
U  S  NAVAL  VESSEL 
U  S  NAVY 
UNAUTHORIZED 

UNAUTHORIZED  ABSENCE -ABSENT  OVER  LEAVE 
UNAUTHORIZED  ABSENCE-ABSENT  WITHOUT  LEAVE 
UNIFORM  CODE  OF  MILITARY  JUSTICE 
UNFITNESS 
UNIFORM    -ITY- 
UNIT  DIARY 
UNIT  OF  FIRE 

UNITED  STATES  ARMED  FORCES  INSTITUTE 
UNKNOWN 
UNQUALIFIED 
UNSATISFACTORY 
UNSUITABILITY 
UNUSED  LEAVE 

VARIABLE  TIME    -PROXIMITY  FUSE- 
VEHICLE    -ULAR- 
VENEREAL  DISEASE 
VERIFY 
VERY  GOOD 
VIOLATION 
VISUAL 
VOLUME 
VOLUNTEER 

VOLUNTEER  MARINE  CORPS  RESERVE 
VOLUNTEER  MARINE  CORPS  RESERVE    -AVIATION- 
VOLUNTEER  TRAINING  UNIT 
VOUCHER 

WAIVED 

WAREHOUSE 

WARRANT 

WARRANT  OFFICER 

WEAPON 

WEIGHT 

WELL  AND  ON  DUTY 

WHEN  DIRECTED 

WHITE  PHOSPHOROUS 


USAF 

USA 

USCG 

USMC 

USMCR 

USMC   SS 

USMC   SS   V 

USNA 

ALU  SNA 

USNH 

USNHMH 

NTX 

USS 

USN 

UNAUTH 

UA(AOL) 

UA(AWOL) 

UCMJ 

UNFIT 

UNIF 

UD 

U/F 

USAFI 

UNK 

UQ 

UNSAT 

UNSUIT 

UL 

VT 

VEH 

VD 

VER 

VG 

VIOL 

VIS 

VOL 

V 

USMCR(V) 

USMCR(AV) 

VTU 

VOU 

WVD 

WHS 

WRNT 

WO 

WPN 

WT 

WOD 

WD 

WP 


6-19 


WIFE 

WING 

WITH 

WITHOUT 

WOMAN  MARINE 

WOMEN  OFFICER  TRAINING  CLASS 

WOMENS  RESERVE 

WOUNDED  IN  ACTION 

WOUNDED  IN  ACTION    -    NOT  EVACUATED 


W 

WG 

W/- 

W/O 

WM 

WOTC 

WR 

WIA 

WIANE 


b.    Phrases,    sentences,    or    groups    of    sentences,   frequently  used  in  Marine  Corps  Special 


Orders. 

PHRASE  EQUIVALENT 

ACDIFOT 

ACDIFOTINS 

ACDU 
ADDIFOT 

ADDU 
ADLVADDR 

APPT 

ARPROREP 
ARREP 
BAGAIR 

CARBAGAIR 

COMPL 
COMPRET 

DATEDSG 

DELREP 

DIFOT 
DIFOTINS 


MEANING 

Active  duty  in  a  flying  status  involving  operational  or  train- 
ing flights 

Active  duty  under  instruction  in  a  flying  status  involving 
operational  or  training  flights 

Active  duty 

Additional  duty  in  a  flying  status  involving  operational  or 
training  flights 

Additional  duty 

You  are  directed  to  keep  the  Commandant  of  the  Marine 
Corps  advised  of  an  address  at  which  you  can  be  reached 
by  telegram  at  all  times  while  in  a  proceed,  travel,  or 
leave  status. 

Appointment 

Upon  arrival  further  proceed  and  report  (to) 

Upon  arrival  report  (to) 

While  traveling  via  air  outside  the  United  States,  (number 
of  pounds  indicated)  baggage  to  accompany  is  authorized 

While  traveling  via  air  outside  United  States,  65  pounds 
baggage  to  accompany  is  authorized,  and  an  additional 
(number  of  pounds  indicated)  baggage  is  authorized  as  air 
cargo  for  shipment  under  the  same  class  of  priority 

Upon  completion  thereof 

Upon  completion  thereof  return  to  duty  station  and  resume 
regular  duties 

On  such  date  as  the  Commanding  General,  Commanding  Of- 
ficer or  other  competent  authority  may  designate 

Authorized  to  delay  (number  of  days  indicated)  provided  no 
excess  leave  involved,  in  reporting  in  compliance  with 
these  orders  such  delay  to  count  as  leave.  Keep  old  and 
new  station  advised  address 

Duty  in  a  flying  status  involving  operational  or  training 
flights 

Duty  under  instructions  in  a  flying  status  involving  opera- 
tional or  training  flights 


( 
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PHRASE  EQUIVALENT 
DIFOTSODA 

DUINS 
DUSODA 

EXACCT 

FAGAIRTRANS 

FAGTRANS 

FAIRTRANS 

FATRANS 

FURAS 

FURNARSER 

GOVAIR 
GOVAIRDIR 

GOVAIRDIROUT 

GOVAIRDIRVAIL 

GOVAIRSUR 
IMMUNQUIRED 

OC 
PRO 
PROG 
PROREP 

RELBY 

SERVREC 

SURTRANS 

TEM 
TEMAC 


MEANING 

Duty  in  a  flying  status  involving  operational  or  training 
flights  or  such  other  duty  in  a  flying  status  involving  op- 
erational or  training  flights  within  his  (command  or  activ- 
ity) as  (command  or  activity)  may  assign 

Duty  under  instructions 

For  duty  or  such  other  duty  as  (command  or  activity  indi- 
cated) may  assign 

Expenditure  account 

(Via)  first  available  government  air  transportation 

(Via)  first  available  government  transportation 

(Via)  first  available  air  transportation 

(Via)  first  available  transportation 

For  further  assignment 

Furnish  full  names,  rates,  and  service  numbers  of  men 
transferred  in  accordance  with  this  directive 

Including  government  air 

Travel  via  government  aircraft  is  directed  (between  points 
specified)  where  necessary  to  expedite  completion  of  this 
duty.  Glass priority  is  certified 

Travel  via  government  aircraft  is  directed  outside  the 
United  States.  Class priority  is  certified 

Travel  via  government  aircraft  is  directed  (between  points 
specified)  where  available.  Class priority  is  certified 

Travel  by  government  air  and/or  surface  is  authorized 

Immediately  upon  receipt  of  these  orders  obtain  immuniza- 
tion required  for  areas  to  be  visited.  Procure  properly 
NavMed  585  (U.  S.  Navy  Immunization  Record) 

Object  class 

Proceed 

Program 

Proceed  to  (location  of  ship,  commander,  or  station  desig- 
nated) by  group(s)  immediately  following  and  upon  arrival 
report  for  duty  or  purpose  indicated 

When  relieved  by 


Service  record(s) 

(Via)    first  available  government  transportation,  not  includ- 
ing air 

Temporary  duty 

Temporary  active  duty 
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PHRASE  EQUIVALENT 


MEANING 


TEMACDIFOT 

TEMACDIFOTINS 

TEMADD 

TEMADDCON 

TEMADDIFOT 

TEMADDIFOTINS 

TEMADDINS 
TEMDIFOT 

TEMDIFOTINS 

TEMINS 
TRAVCHAR 

c.    U.  S.  Decorations  and  Medals 


Temporary  active  duty  in  a  flying  status  involving  opera- 
tional or  training  flights 

Temporary  active  duty  under  instruction  in  a  flying  status 
involving  operational  or  training  flights 

Temporary  additional  duty 

Temporary  additional  duty  in  connection  with 

Temporary   additional  duty   in  a   flying  status  involving  op- 
erational or  training  flights 

Temporary  additional  duty  under  instruction  in  a  flying 
status  involving  operational  or  training  flights 

Temporary  additional  duty  under  instruction 

Temporary  duty  in  a  flying  status  involving  operational  or 
training  flights 

Temporary  duty  under  instruction  in  a  flying  status  involv- 
ing operational  or  training  flights 

Temporary  duty  under  instruction 

Cost  of  this  travel  is  chargeable  to  (appropriation  or  de- 
partment designated  in  following  group(s).  Identifying 
numerals  may  be  added) 


Air  Medal 

Bronze  Star  Medal 

Commendation  Ribbon 

Distinguished  Flying  Cross 

Distinguished  Service  Cross 

Distinguished  Service  Medal 

Distinguished  Unit  Emblem 

Good  Conduct  Medal 

Gold  Life  Saving  Medal 

Legion  of  Merit 

Marine  Corps  Brevet  Medal 

Medal  of  Honor 

Naval  Reserve  Medal 

Navy  Cross 

Navy  and  Marine  Corps  Medal 

Navy  Unit  Commendation  (citation) 

Organized  Marine  Corps  Reserve  Medal 

Presidential  Unit  Citation 

Purple  Heart 

Reserve  Special  Commendation  Ribbon 

Silver  Life  Saving  Medal 

Silver  Star  Medal 

Soldiers  Medal 

d.    U.  S.  Campaign  and  Service  Medals 

American  Campaign  Medal 
American  Defense  Service  Medal 
Army  of  Occupation  Medal 
Array  of  Occupation  of  Germany  Medal 
Asiatic -Pacific  Campaign  Medal 


OMCRM(MC  only) 


AM 

BSM 

CR 

DFC 

DSC 

DSM 

DUE 

GCMDL 

GLSM 

LM 

MCBM 

MH 

NRM 

NC 

NMCM 

NUC 

PUC 

PH 

RSCR 

SLSM 

SSM 

SM 


ACM 

ADSM 

OCCMDL 

OCCGERMDL 

APCM 


£ 
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China  Service  Medal 

Dominican  Campaign  Medal 

European -African-Middle -Eastern  Campaign  Medal 

Haitian  Campaign  Medal 

Indian  Campaign  Medal 

Korean  Service  Medal 

Mexican  Border  Service  Medal 

Mexican  Service  Medal 

National  Defense  Service  Medal 

Navy  Occupation  Medal 

Nicaraguan  Campaign  Medal 

Philippine  Campaign  Medal 

Philippine  Defense  Ribbon 

Philippine  Independence  Ribbon 

Philippine  Liberation  Ribbon 

Second  Nicaraguan  Campaign  Medal 

Spanish  War  Service  Medal 

Spanish  Campaign  Medal 

Victory  Medal  WWI 

Victory  Medal  WWII 

Yangtze  Service  Medal 

e.    Combination  of  Cities  and  States 

Alexandria,  Va. 

Annapolis,  Maryland 

Asheville,  N.  C. 

Atlanta,  Ga. 

Bainbridge,  Maryland 

Baltimore,  Maryland 

Banana  River,  Fla. 

Barbers  Point,  Oahu,  T.  H. 

Birmingham,  Ala. 

Boston,  Mass. 

Bremerton,  Wash. 

Brooklyn,  N.  Y. 

Buffalo,  N.  Y. 

Charleston,  S.  C. 

Chicago,  111. 

Cincinnati,  Ohio 

Clearfield,  Utah 

Cleveland,  Ohio 

Corpus  Christi,  Tex. 
Dallas,  Tex. 
Denver,  Colo. 
Elizabeth  City,  N.  C. 
Galveston,  Tex. 
Glenview,  111. 
Governor's  Island,  N.  Y. 
Great  Lakes,  111. 
Green  Cove  Springs,  Fla. 
Guantanamo  Bay,  Cuba 
Hampton  Roads,  Va. 
Honolulu,   T.  H. 
Houston,   Tex. 
Hunters  Point,  Calif. 
Hutchison,  Kansas 
Indiantown  Gap,  Pa. 
Jacksonville,  Fla. 
Kansas  City,  Mo. 
Key  West,  Fla. 
Little  Creek,  Va. 
Little  Rock,  Ark. 
Long  Beach,  Calif. 
Los  Alamitos,  Calif. 


ALEX 

ANNA 

ASH 

ATLA 

BAIN 

BALTO 

BANRIV 

BARPT 

BHAM 

BSN 

BREM 

BKLYN 

BFLO 

CHASN 

CHGO 

CIN 

CLFD 

CLEVE 

CORPC 

DAL 
DVR 

ELIZCTY 

GALV 

GLEN 

GOVIS 

G LAKES 

GRCOVSPR 

GTMO 

HAMP 

HONO 

HOU 

HUNPNT 

HUTCH 

INGAP 

JAX 

KSC 

KWEST 

LCREEK 

LROCK 

LB EACH 

LOSALAM 


CHSM 

DCM 

EAMECM 

HCM 

ICM 

KSM 

MBSM 

MEXSVM 

NATDEFSM 

NPO 

NCM 

PCM 

PDR 

PIR 

PLR 

SNCM 

SPWSM 

SPCM 

VMWWI 

VMWWII 

YSM 
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Los  Angeles,  Calif. 
Louisville,  Kentucky- 
Mare  Island,  Calif. 
Memphis,  Term. 
Milwaukee,  Wis. 
Minneapolis,  Minn. 
Montgomery,  Ala. 
Morehead  City,  N.  C. 
Narragansett  Bay,  R.  I. 
Nashville,  Term. 
New  London,  Conn. 
New  Orleans,  La. 
Newport  News,  Va. 
Newport,  R.  I. 
New  York,  N.  Y. 
Niagara  Falls,  N.  Y. 
Norfolk,  Va. 
Oakland,  Calif. 
Oklahoma  City,  Okla. 
Parris  Island,  S.  C. 
Patuxent  River,  Md. 
Pearl  Harbor,  T.  H. 
Pensacola,  Fla. 
Philadelphia,  Pa. 
Pittsburgh,  Pa. 
Port  Blakely,  Wash. 
Port  Hueneme,  Calif. 
Portsmouth,  N.  H. 
Quantico,  Va. 
Quonset  Point,  R.  I. 
Richmond,  Va. 
Rochester,  N.  Y. 
Rockland,  Mo. 
St.  Louis,  Mo. 
St.  Petersburg,  Fla. 
San  Diego,  Calif. 
San  Francisco,  Calif. 
San  Pedro,  Calif. 
Schenectady,  N.  Y. 
Shreveport,  La. 
Stockton,  Calif. 
Tacoma,  Wash. 

Treasure  Island,  San  Francisco,  Calif. 
Tulsa,  Okla. 
Washington,  D.  C. 


LOSA 

LVILLE 

MARE 

MFS 

MILW 

MPLS 

MONTG 

MHNC 

NARRABAY 

NASH 

NLON 

NRLNS 

NPTNWS 

NPT 

NYK 

NIAG 

NORVA 

OAK 

OKCTY 

PISC 

PAXRIV 

PEARL 

PNCLA 

PHILA 

PGH 

PTBLAKE 

PORHUE 

PTSMH 

QUANT 

QUONPT 

RICH 

ROCH 

RKLND 

STL 

SPETE 

SDIEGO 

SFRAN 

SPEDRO 

SCHNET 

SPORT 

STOCK 

TACO 

TISFRAN 

TUL 

WASHDC 


( 


I 


f.    States 


Alabama 

Arizona 

Arkansas 

California 

Colorado 

Connecticut 

Delaware 

Florida 

Georgia 

Idaho 

Iowa 

Illinois 

Indiana 

Kansas 

Kentucky 

Louisiana 

Maine 


ALA 

ARIZ 

ARK 

CALIF 

COLO 

CONN 

DEL 

FLA 

GA 

IDA 

IOWA 

ILL 

IND 

KANS 

KY 

LA 

ME 
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Maryland 

Massachusetts 

Michigan 

Minnesota 

Mississippi 

Missouri 

Montana 

Nebraska 

Nevada 

New  Hampshire 

New  Jersey 

New  Mexico 

New  York 

North  Carolina 

North  Dakota 

Ohio 

Oklahoma 

Oregon 

Pennsylvania 

Rhode  Island 

South  Carolina 

South  Dakota 

Tennessee 

Texas 

Utah 

Vermont 

Virginia 

Washington 

Washington,  D.  C. 

West  Virginia 

Wisconsin 

Wyoming 

g.    Days 

Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday 

Sunday 


MD 

MASS 

MICH 

MINN 

MISS 

MO 

MONT 

NEBR 

NEV 

NH 

NJ 

NM 

NY 

NC 

NDAK 

OHIO 

OKLA 

ORE 

PA 

RI 

SC 

SDAK 

TENN 

TEX 

UTAH 

VT 

VA 

WASH 

WVA 
WISC 
WYO 


MON 

TUES 

WED 

THURS 

FRI 

SAT 

SUN 


h.    Months 


January 

February 

March 

April 

May 

June 

July 

August 

September 

October 

November 

December 


JAN 

FEB 

MAR 

APR 

MAY 

JUN 

JUL 

AUG 

SEP 

OCT 

NOV 

DEC 


i.     Weights  and  Measures 

Ampere 

Barrel 

Drum 

Diameter 

Dollar 


AMP 

BBL 

DR 

DIAM 

DOL 
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Feet/foot 

Gallon 

Gallon  per  hour 

Gallon  per  minute 

Gallon  per  second 

Height 

Horsepower 

Hour 

Hundred 

Inch 

Kilocycle 

Kilometer 

Kilowatt 

Kilowatt -hour 

Kilo  -volt  -ampe  re 

Knot 

Length  over  all 

Liquid 

Long  ton 

Measure 

Measurement  ton 

Megocycle 

Meter 

Mile 

Miles  per  hour 

Millimeter 

Minute 

Month 

Number 

Package 

Pound 

Quantity 

Revolutions  per  minute 

Round  (ammunition) 

Shipment 

Short  ton 

Thousand 

Unit  of  fire 

Volt 

Volume 

Week 

Weight 

Yard 

Year 


FT 

GAL 

GPH 

GPM 

GPS 

HT 

HP 

HR 

HUN 

IN 

KC 

KM 

KW 

KWH 

KVA 

KT 

LOA 

LIQ 

LTON 

MEAS 

MTON 

MC 

M 

MI 

MPH 

MM 

MIN 

MO 

NO 

PKG 

LB 

QTY 

RPM 

RND 

SHIPMT 

STON 

THOU 

UF 

V 

VOL 

WK 

WT 

YD 

YR 


L     — - 
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